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PREFACE 

It  is  the  purpose  of  this  volume  to  present  the  latest  and  most  au- 
thoritative material  now  available  for  educational  and  vocational 
guidance,  for  use  in  classes  in  occupations  in  the  public  schools,  for 
vocation  bureaus  in  colleges,  and  for  librarians.  The  necessary  in- 
clusion of  a  considerable  number  of  general  reference  books  and 
textbooks  should  give  it  value  not  only  in  choosing  a  life  work  but 
in  determining  on  courses  of  study,  for  students  in  vocational 
classes  in  the  technical  and  higher  institutions  as  well  as  in  junior 
high  and  high  schools. 

The  establishment  of  life-career  courses  in  the  schools  is  much 
more  widespread  and  significant  than  is  generally  supposed.  One 
hundred  and  ninety-four  high  schools  in  eighteen  North  Central 
states  already  have  classes  in  occupations.  In  Los  Angeles,  in 
October,  1919,  out  of  6061  children  enrolled  in  the  junior  high 
schools  of  the  city  2590,  or  42.7  per  cent,  were  found  in  classes 
studying  occupations.  Cities  and  towns  in  the  East  are  introducing 
such  courses  as  the  wisest  and  most  effective  means  of  giving 
vocational  information  to  young  people. 

This  movement  has  outsped  adequate  preparation  for  it.  Teach- 
ers and  counselors  in  the  schools  and  men  and  women  outside  have 
been  at  great  loss  for  trustworthy  information  on  the  work  of  life. 
College  associations,  interested  in  vocational  guidance,  have  held 
conferences  in  an  attempt  to  supply  the  need.  Librarians  have 
helped  by  preparing  bibliographical  lists  which  have  not  been 
comprehensive  or  fully  annotated.  The  American  Library  Asso- 
ciation sent  thousands  of  books  to  France  to  give  occupational  in- 
formation to  young  men  in  camp  and  school.  This  Association  is 
now  conducting  a  campaign,  through  the  columns  of  four  hundred 
American  periodicals,  to  give  the  public  information  upon  voca- 
tional literature. 

The  material  embodied  in  this  book  is,  therefore,  an  attempt  to 
supply  the  great  need  in  educational  and  vocational  guidance  at 
the  present  time.  While  this  material  cannot  be  exhaustive  and 
final,  in  the  nature  of  the  case,  it  is  fundamental  and  represents 
the  best  to  be  found  in  the  field. 

In  some  cases  an  entire  book  here  treated  deals  with  or  is  of 
interest  to  persons  in  a  single  occupation.    Some  of  the  books  deal 


iv  PREFACE 

with  a  number  of  occupations  each.  In  general  the  information 
presented  gives  not  only  descriptions  of  occupations  but  tells  what 
workers  in  them  have  to  do  and  need  to  know.  References  to 
fragmentary  and  ephemeral  information  have  been  avoided,  while 
on  the  other  hand  some  vocations  of  large  interest  are  so  fully 
treated  in  many  books  that  a  considerable  number  of  references 
has  frequently  resulted.  Magazine  articles  have  not  been  included 
in  this  material,  since  an  inspection  of  these,  extending  over  several 
years,  has  shown  that  they  are  usually  only  of  temporary  interest. 
In  case  of  need  one  may  always  consult  the  Reader's  Guide  to 
Periodical  Literature,  and  the  list  of  Class  and  Trade  Journals 
given  at  the  end  of  this  volume  will  show  both  teacher  and  student 
where  the  best  periodical  information  upon  the  various  pursuits  of 
life  is  to  be  found. 

Acknowledgment  is  herewith  made  of  the  hearty  cooperation 
of  the  many  publishers  who  have  aided  in  the  securing  of  the  ma- 
terial presented  in  this  volume. 

Frederick  J.  Allen 

Bureau  of  Vocational  Guidance 

Graduate  School  of  Education 

Harvard  University 
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HOW  TO  USE  THIS  BOOK 

The  material  embodied  in  this  volume  is  presented  in  an  arrange- 
ment which  has  seemed  to  be  the  most  feasible,  clear,  and  direct. 
Sections  I  to  IX  inclusive  deal  with  the  nine  great  groups  of  oc- 
cupations which  have  been  determined  by  the  Federal  Census. 
In  each  section  are  presented  the  vocations  which  are  most  com- 
mon, most  fully  treated  in  vocational  literature,  and  offer  the 
largest  number  of  employment  opportunities  for  young  people. 
These  vocations  are  of  chief  interest  to  life-career  classes  in  the 
schools  and  to  all  who  are  seeking  occupational  information.  After 
each  occupational  term  are  given  in  alphabetical  order  and  ab- 
breviated form  the  references  applying  to  it;  namely,  the  surname 
of  author,  main  title  or  part  of  title  of  book,  pages,  sections,  or 
parts  of  the  book  to  be  consulted,  and  a  statement  of  the  subject 
matter  presented,  with  comment  when  that  seems  helpful  for  addi- 
tional explanation.    The  following  is  an  example: 

SOCIAL  WORKER 

Giles,  Vocational  Civics,  183-188,  social  service. 

The  reader  or  student  should  study  the  pages  named,  183-188, 
in  a  copy  of  Giles'  book.  If  one  wishes  to  know  more  about  the 
book  he  should  turn  to  the  name  Giles  in  the  alphabetical  list  of 
authors  in  Section  X  where  the  text  Vocational  Civics  is  critically 
treated,  according  to  the  purpose  of  this  volume,  to  present  a  care- 
fully chosen  and  authoritative  body  of  source  material. 

Some  of  the  books  listed  themselves  have  bibliographies  which 
teacher  and  student  will  find  helpful  for  additional  references  in 
particular  fields. 

Section  X  presents  a  full  list  of  general  sources,  pp.  104-173,  in 
which  books  are  listed  alphabetically  under  the  names  of  authors. 
Section  X  is,  then,  a  complete,  critical  bibliography  in  itself.  Here 
are  given  annotations  to  show  the  content,  purpose,  and  value  of 
the  various  volumes.  From  this  list  have  been  omitted  books 
which  are  far  out  of  date,  out  of  print,  or  of  a  decidedly  inferior 
vocational  guidance  worth.  As  a  rule,  an  inferior  book  has  been 
included  only  for  lack  of  a  better  one  upon  a  particular  occupation. 
There  is  an  abundance  of  material,  of  greater  or  less  vocational 
import,    upon   the   commercial,   agricultural,  homemaking,  and 
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mechanical  pursuits.  In  some  other  lines  of  occupation,  however, 
such  material  is  comparatively  lacking.  The  books  of  this  list 
have  been  referred  to  under  occupational  terms,  in  the  preceding 
nine  sections  of  this  volume,  as  has  been  already  explained.  Some 
of  these  books  give  information  upon  many  occupations.  This 
has  made  it  necessary  to  treat  them  once  in  full  in  this  section, 
after  having  referred  to  them  by  abbreviation  under  various  oc- 
cupations in  the  preceding  sections  of  this  source  book. 

It  seems  necessary  here  to  caution  students  of  the  occupations 
against  a  loose  and  incorrect  use  of  vocational  terms.  The  authors 
of  some  of  the  books  that  have  had  to  be  included  in  the  sources  of 
this  volume  use  these  terms  very  inaccurately.  One,  for  instance, 
speaks  of  the  "business  of  farming"  when  only  the  industry  is 
meant,  or  calls  agriculture  a  "business"  on  one  page  of  a  book  and 
a  "profession"  on  the  next  page;  another  calls  retail  trade  an 
"industry"  or  writes  of  the  "profession  of  business."  There  is, 
moreover,  a  general  lack  of  proper  discrimination  in  the  use  of  the 
more  important  terms,  due  in  part  to  the  newness  of  the  scientific 
study  of  occupations  and  in  part  to  the  limited  information  of 
some  writers. 

The  major  divisions  of  employment,  determined  by  the  pre- 
ferred meaning  of  words  and  their  correct  use  in  the  occupations 
at  the  present  time,  are  three,  as  follows: 

1.  The  Manual  Occupations. 

2.  The  Mercantile  Occupations. 

3.  The  Professional  Occupations. 

The  manual  occupations  properly  include  the  industries,  such 
as  the  sugar  industry  or  the  steel  industry;  the  mercantile  pur- 
suits constitute  the  various  lines  of  business;  the  professions  in- 
clude the  callings  for  which  a  high  degree  of  specialized  training 
and  personal  ability  are  necessary,  such  as  the  law  and  medicine. 

The  Department  of  the  Census  expands  these  three  divisions  into 
the  nine  which  are  followed  in  this  source  book,  as  follows: 

1.  Agriculture,  Forestry,  and  Animal  Industry. 

2.  The  Extraction  of  Minerals. 

3.  The  Manufacturing  and  Mechanical  Industries. 

4.  Transportation. 

5.  Trade. 

C.  Public  Service. 
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7.  Professional  Service. 

8.  Domestic  and  Personal  Service. 

9.  Clerical  Occupations. 

In  this  classification  divisions  1,  2,  and  3  constitute  the  indus- 
tries; divisions  4,  5,  and  9,  the  various  forms  of  business;  6  and 
8  include  various  kinds  of  employment,  from  manual  to  profes- 
sional; and  clearly  7  means  the  well-known  professions.  It  is 
evident,  of  course,  that  a  given  occupation,  like  that  of  the  dentist, 
in  addition  to  its  distinctive  nature,  may  have  minor  features  that 
belong  to  other  occupations. 

To  make  the  study  of  an  occupation  most  effective  the  informa- 
tion secured  upon  it  may  be  organized  for  presentation  in  a  class 
or  for  one's  personal  gain.  An  abbreviated  general  outline  for  this 
purpose  is  the  following,  consisting  of  eight  fundamental  points 
and  a  list  of  the  references  consulted : 

FUNDAMENTAL  POINTS  FOR  OCCUPATIONAL  STUDY 

1.  Importance. 

2.  Work  Done. 

3.  Advantages. 

4.  Disadvantages. 

5.  Preparation. 

6.  Other  Requirements. 

7.  Income. 

8.  Effect  on  the  Worker. 

9.  References. 

Fuller  outlines,  however,  will  often  be  helpful.  The  following  plan 
of  study,  based  substantially  on  the  eight  fundamental  points,  and 
from  outlines  prepared  originally  by  Dr.  John  M.  Brewer,  Director 
of  the  Bureau  of  Vocational  Guidance  of  Harvard  University,  has 
been  used  by  the  Bureau  in  its  promotion  of  the  study  of  occupa- 
tions in  the  public  schools. 

OUTLINES  FOR  THE  STUDY  OF  AN  OCCUPATION 
A.  For  Less  Advanced  Classes  and  Students: 

1.  What  importance  to  society  has  the  occupation? 

2.  What  things  are  actually  done  by  a  person  who  is  in  this 

calling?    (a)  Make  a  list  of  them,     (b)  Outline  a  typical 
day's  work. 
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3.  What  are  the  main  advantages  of  the  occupation? 

(a)  Service  to  humanity?  (h)  Friends  and  associates? 

(b)  Chance  to  learn?  (i)  Hours? 

(c)  Demand  for  workers?  (j)  Vacations? 

(d)  Steady  work?  (k)  Good  living? 

(e)  Growing  importance  of  (I)  Healthful  work? 

vocation?  (m)  Moral  conditions? 

(/)  Interesting  work?  (n)    Other  points? 

(g)  Promotions? 

4.  What  are  its  disadvantages  and  problems?    (See  No.  3.) 

5.  WThat  educational  or  other  preparation  is  necessary  or  de- 

sirable? 

6.  WTiat  are  the  other  requirements  for  entering  and  succeed- 

ing in  the  occupation? 

7.  WTiat  income  may  be  expected,  at  first  and  later? 

8.  What  effect  has  the  occupation  on  the  social,  civic,  physical, 

recreational,  and  moral  life  of  the  worker? 

B.   For  Advanced  Classes  and  Students: 

1.  What  importance  to  society  has  the  occupation? 

2.  WTiat  are  the  main  branches  of  the  vocation? 

3.  WThat  kinds  of  tasks  are  actually  undertaken  by  a  worker 

in  this  calling? 

4.  Is  the  work  interesting  and  stimulating,  and  is  it  vital  to 

the  success  of  the  main  activity  of  which  it  is  a  part? 
Does  one  learn  new  things  as  he  makes  progress  in  the 
occupation?  Is  there  opportunity  for  initiative  and  orig- 
inality or  for  pioneer  work? 

5.  If  the  work  is  uninteresting,  routine,  or  monotonous,  are 

there  adequate  compensations? 

6.  Are  other  working  conditions  satisfactory,  —  good  associ- 

ates, opportunity  for  doing  one's  best  work,  a  healthful 
and  pleasant  atmosphere,  sanitary  surroundings,  and  so 
on? 

7.  How  should  a  person  prepare  for  the  occupation? 

8.  How  does  one  begin  work?    What  kinds  of  work  lead  up  to 

this  calling,  and  to  what  higher  callings  may  it  itself  lead? 

9.  What  qualities  of  character  does  it  require  for  success,  and 

how  may  these  be  developed? 
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10.  Is  there  a  demand  for  new  workers  in  this  occupation? 

11.  Is  a  good  living  secured,  with  regular  work  in  an  important 

and  necessary  occupation,  and  opportunity  for  promotion 
and  increased  wage? 

12.  What  are  the  economic  and  social  problems  and  standards 

of  this  vocation? 

13.  What  kind  of  organizations,  unions,  and  associations  do  the 

workers  in  this  calling  have? 

14.  How  is  the  occupation  regarded  by  the  public? 

15.  What  are  the  ethical  standards  in  the  occupation  and  what 

are  its  influences  upon  those  engaged  in  it?    Are  the  work- 
ers likely  to  be  good  citizens? 

In  all  cases  where  it  may  be  possible,  it  is  advisable  that  both 
teacher  and  student  supplement  the  information  secured  from  the 
sources  presented  in  this  volume  by  actual  observation  and  in- 
vestigation in  the  world  of  work  itself. 


Vocational  guidance  material  on  some  occupations,  particularly 
in  the  professional  fields,  was  found  to  be  very  difiicult  to  obtain. 
In  certain  cases,  therefore,  a  few  titles  have  been  included  which, 
although  dealing  only  with  the  technical  aspects  of  the  occupa- 
tion, nevertheless  give  a  general  idea  of  the  field  of  work  which  the 
calling  covers;  but  no  attempt  has  been  made  to  recommend  a 
choice  of  text  books  in  the  technique  of  the  various  vocations. 
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TO  THE  STUDY  OF  OCCUPATIONS 

SECTION  I 

AGRICULTURE,  FORESTRY,  AND  ANIMAL 
INDUSTRY 

DAIRYMAN 

Blunt  and  Sprague.     Food  and  the  War.1 

Bowsfield.   Making  the  Farm  Pay,  75-94,  cows  and  farm  dairy  products. 

Cromwell.  Agriculture  and  Life,  96-103,  classification  of  cattle;  and  124- 

127,  feeding  the  dairy  cow. 
Dimock.   The  New  Business  of  Farming,  chap,  x,  live  stock  on  the  farm. 
Filene.   Careers  for  Women,  27-29,  the  dairy  worker. 
Gowin  and  Wheatley.     Occupations,  50-53. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  30-33;  and  134  and  135,  butter 

and  cheese  making. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  692 

and  693,  dairy  industry. 
McMahon.     How  These  Farmers  Succeeded. 

Information  upon  modern  dairying  is  given  in  most  of  the  chapters 
of  this  volume. 
Madden  and  Turner.   A  Rural  Arithmetic,  chap,  vii,  cattle  feeding. 
Martin.     Dairy  Laboratory  Guide. 
New  York  State  College  of  Agriculture.   Babcock  Test,  and  Testing 

Problems. 

Calculating  the  Cost  of  Milk  Production. 

Composition  of  Milk  and  sortie  of  its  Products. 

Cooling  Milk. 

Cream  Separation. 

Farm  Butter-Making. 

Practical  Examples  in  Dairy  Arithmetic. 

Production  of  Clean  Milk. 

Making  Advanced  Registry  Records. 

Pickard.     Industrial  Booklets,  100-105,  cattle. 

Robison.     Vocational  Education,  241-263,  agricultural  education. 
Smith.     Commerce  and  Industry,  65-68. 

Spillman.    Farm  Science,  235-243,  breeds  of  cattle  and  their  uses;  306- 
315,  dairying. 

1  For  a  critical  treatment  of  all  books  and  particular  information  about  them, 
consult  the  alphabetical  list  of  source  material  in  Section  X. 
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DAIRYMAN  (continued) 

Vincent.   Vocational  Arithmetic,  51,  milk  industry;  and  52,  cheese  making. 
Wilkinson.    Practical  Agriculture,  313-322,  breeds  of  cattle. 
Women's  Employment  Publishing  Co.   Careers,  196  and  197,  dairy  work 
for  women;  and  213,  training  and  earnings. 

FARMER 

Anderson.    The  Farmer  of  Tomorrow. 

Bexell  and  Nichols.   Principles  of  Bookkeeping  and  Farm  Accounts. 

Bishop  and  Keller.  Industry  and  Trade,  chap,  v,  cereals;  vi,  vegetables 
and  fruits;  83-88,  sugar;  92-98,  cotton;  chap,  ix,  cattle;  x,  swine  and 
sheep;  and  xi,  horses  and  mules. 

Blunt  and  Sprague.   Food  and  the  War. 

Bowsfield.     Making  the  Farm  Pay. 

Brace  and  Mayne.   Farm  Shop  Work. 

Brewster.    Vocational  Guidance  for  the  Professions,  chap.  xv. 

Campbell.   Concrete  on  the  Farm  and  in  the  Shop. 

■ How  to  Use  Cement  for  Concrete  Construction  for  Town  and  Farm. 

Cromwell.     Agriculture  and  Life. 

Devine.   Choosing  a  Boy's  Career,  chap,  ix,  agriculture  in  Great  Britain. 

DeVries.     Plant-Breeding. 

Dewey.   New  Schools  for  Old,  chap,  i,  the  country  life  movement. 

Dimock.    The  New  Business  of  Farming. 

Dixon.    Vocational  Guidance  for  Girls,  173-175,  agriculture. 

Forbes.  Men  Who  Are  Making  America,  68-75,  and  240-249,  sketches  of 
James  B.  Duke,  the  leading  tobacco  grower  in  the  United  States,  and 
Cyrus  H.  McCormick,  the  leading  manufacturer  of  farm  machinery. 

Forman.  Stories  of  Useful  Inventions,  73-96,  inventions  of  the  plow  and  of 
the  reaper. 

Fowler.     Starting  in  Life,  47-60. 

Giles.    Vocational  Civics,  31-45,  agriculture. 

Gowin  and  Wheatley.    Occupations,  chap,  iv,  agriculture. 

Green.     Vegetable  Gardening. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  243  and  244. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  15-44,  agriculture. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
308,  the  danger  of  injuries  to  the  eye  in  agricultural  pursuits;  436,  expo- 
sure to  excessive  cold  and  preventive  measures;  and  670-672. 

Lapp  and  Mote.   Learning  to  Earn,  chap,  v,  agriculture  and  its  needs. 

Leavitt  and  Brown.   Elementary  Social  Science,  52-57,  the  modern  farm. 

Lewis.     Productive  Poultry  Husbandry. 

McKeever.    Training  the  Boy,  28-31,  farm  work  as  vacation  employment. 

McMahon.   How  These  Farmers  Succeeded. 

Madden  and  Turner.   A  Rural  Arithmetic. 

New  York  State  College  of  Agriculture.   Alfalfa  for  New  York. 

Buckwheat. 

Composition  of  Milk  and  Some  of  its  Products. 

Computing  Rations  for  Farm  Animals. 
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New  York  State  College  of  Agriculture.    Cooling  Milk. 

Culture  of  Sweet  Clover  and  Vetch. 

Curing  of  Meat  and  Meat  Products  on  the  Farm. 

Farm  Butter-Making. 

Farmers'  Week  at  Cornell. 

Farm  Fishpond. 

Farm  Ice  Supply. 

Field  Bean  Production. 

How  the  Plant  Produces  Seed. 

Improvement  of  the  Woodlot. 

Improving  the  Corn  Crop  by  Selection  and  Breeding. 

Land  Drainage  and  Soil  Efficiency. 

Meadoivs  in  New  York. 

Methods  of  Breeding  Oats. 

Methods  of  Determining  the  Value  of  Timber  in  the  Farm  Woodlot. 

Nature,  Effects,  and  Maintenance  of  Humus  in  the  Soil. 

Potato  Growing  in  New  York. 

Practical  Examples  in  Dairy  Arithmetic. 

Practical  Horse-Breeding . 

Problem  of  Tuberculosis  in  Cattle. 

Production  of  Clean  Milk. 

Surroundings  of  the  Farm  Home. 

Swine  Production  in  New  York. 

Tilth  and  Tillage  of  the  Soil. 

Patchin.    The  Range  and  Grange  Hustlers  on  the  Ranch. 
Pickard.    Industrial  Booklets,  chap,  iii,  agricultural  booklets;  and  vii, 
other  booklets  for  rural  schools. 

Industrial  Work  for  Boys,  chap,  vii,  home  credit  work  in  agriculture; 

and  viii,  contests  and  club  work. 

Plumb.   Beginnings  in  Animal  Husbandry. 

Pressey.   A  Vocational  Reader,  29-43,  the  new  American  farmer. 

Robison.    Vocational  Education,  241-263,  agricultural  education. 

Rollins.    What  Can  a  Young  Man  Do?  chap.  xxvi. 

Saalfield.    Careers  for  the  Coming  Men,  189-199,  farming. 

Sears.     Productive  Orcharding. 

Smith.     Commerce  and  Industry,  20-120. 

Spillman.     Farm  Science. 

Stanford  University  Committee  on  Vocational  Guidance.  Vocational 
Information,\5-%%,  agriculture. 

Tappan.    The  Farmer  and  His  Friends. 

Thompson,  Eliza  B.  The  Cotton  and  Linen  Departments,  chap,  ii,  sources 
and  cultivation  of  cotton;  and  xi. 

Thompson  and  Spillman.     Farm  Diary. 

Vincent.  Vocational  Arithmetic,  54-61,  64-67,  and  72,  lessons  on  the 
raising  of  certain  crops. 

Weaver.    Vocations  for  Girls,  chap,  xxix,  agriculture. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xli,  country  life  occupa- 
tions. 
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FARMER  (continued) 

Wilkinson.     Practical  Agriculture. 

Williams,  George  H.   Careers  for  Our  Sons,  chap,  xx,  farming  in  Great 

Britain;  and  xxi,  Colonial  openings. 
Wilson.     Vocational  Guidance,  chap,  xix,  the  farm. 
Wilson  and  Warburton.     Field  Crops. 
Women's  Employment  Publishing  Co.    Careers,  198-200,  farming  for 

women;  and  213,  training. 

FARM  LABORER 

Campbell.    Concrete  on  the  Farm  and  in  the  Shop. 

Fowler.   Starting  in  Life,  47-60. 

Giles.    Vocational  Civics,  36  and  37,  starting  as  a  farm  laborer. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  670- 

762. 
Robison.    Vocational  Education,  241-362,  agricultural  education. 
Wilkinson.     Practical  Agriculture. 
Willits.    Steadying  Employment,  31  and  32,  agricultural  labor. 

FISHERMAN 

Bishop  and  Keller.    Industry  and  Trade,  chap,  xii,  fisheries. 

Giles.    Vocational  Civics,  55-58,  fisheries. 

Gordon.   A  Handbook  of  Employments,  80-89,  the  fishing  industry. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  58-65,  fishing. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

689  and  690,  the  fish  industry. 
New  York  State  College  of  Agriculture.     Farm  Fishpond. 
Smith.     Commerce  and  Industry,  chap,  vi,  fisheries. 

FLORIST 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  76-79. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  41,  floriculturist. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
367-369,  skin  affections  of  florists. 

New  York  State  College  of  Agriculture.  Autumn  in  the  Flower 
Garden. 

How  the  Plant  Produces  Seed. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  20  and  21,  floriculture. 

Wilkinson.   Practical  Agriculture,  chap,  xxv,  flower  gardening. 

FORESTER 

Anderson.     The  Farmer  of  Tomorrow,  chap,  iv,  the  dry  lands  and  the 

forests. 
Bassett.     The  Story  of  Lu mbcr. 

Bishop  and  Keller.   Industry  and  Trade,  27-31,  forests. 
Boy  Scouts  of  America.  Forestry. 
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Giles.    Vocational  Civics,  46-50,  forestry. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  445-447,  tree  surgery. 
New  York  State  College  of  Agriculture.   County,  Town,  and  Village 
Forests. 

Improvement  of  the  Woodlot. 

Noyes.     Handwork  in  Wood,  chap,  i,  logging. 

Wood  and  Forest. 

Pinchot.     The  Training  of  a  Forester. 

Pressey.   A  Vocational  Reader,  43-48,  with  a  forestry  crew. 

Rollins.   What  Can  a  Young  Man  Do?  chap,  xlix,  forestry  as  a  profession. 

Smith.   Commerce  and  Industry,  chap,  x,  the  forest  industries  and  paper. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  21. 

Weaver  and  Byler.     Vocations  for  Boys,  260,  forestry. 

Wilkinson.    Practical  Agriculture,  chap,  xxxviii,  forestry. 

Williams,  George  H.  Careers  for  our  Sons,  chap,  xx,  forestry  in  Great 
Britain. 

Women's  Employment  Publishing  Co.  Careers,  209  and  210,  forestry  for 
women;  and  213,  training. 

FRUIT  GROWER 

Bishop  and  Keller.     Industry  and  Trade,  76-82,  fruits. 

Bowsfield.  Making  the  Farm  Pay,  171-199,  fruit  raising  and  its  profits. 

Forbes.    Men  Who  Are  Making  America,  224-231,  sketch  of  Minor  C. 

Keith,  founder  of  the  United  Fruit  Company. 
Giles.    Vocational  Civics,  40  and  41,  the  application  of  science  to  peach 

growing  in  Michigan. 
Gowin  and  Wheatley.     Occupations,  58-60. 
Green.     Popular  Fruit  Growing. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  38-40. 
McMahon.     How  These  Farmers  Succeeded,  86-90. 
Madden  and  Turner.     A  Rural  Arithmetic,  chap.  xix. 
New  York  State  College  of  Agriculture.    Culture  of  tfie  Blackberry. 

Culture  of  the  Grape. 

Culture  of  the  Red  and  Black  Raspberries  and  of  Purple-Cane  Varieties. 

Drying  Fruits  and  Vegetables  in  New  York  State. 

Orchard  Soil  Management. 

Pruning. 

Top-Working  and  Bridge-Grafting  Fruit  Trees. 

Pickard.     Industrial  Booklets,  84-92,  strawberries. 

Industrial  Work  for  Boys,  120-123,  apple  tree  grafting  and  straw- 
berry raising. 

Pressey.    A  Vocational  Reader,  49-61,  the  story  of  a  boy's  peach  orchard. 
Robison.    Vocational  Education,  241-263,  agricultural  education. 
Sears.     Productive  Orcliarding. 

Smith.    Commerce  and  Industry,  chap,  iv,  the  fruit  and  canning  industries. 
Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional  Information,  22. 
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FRUIT  GROWER  (continued) 

Vincent.     Vocational  Arithmetic,  61,  strawberry  raising;    and  64,  fruit 

growing. 
Wilkinson.     Practical   Agriculture,   chaps,  xxi-xxxiii,  small   fruit  and 

orchard  crops. 

GARDENER 

Bishop  and  Keller.    Industry  and  Trade,  70-76,  vegetables. 

Bowsfield.     Making  the  Farm  Pay. 

Boy  Scouts  of  America.     Gardening. 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xv. 

Cromwell.     Agriculture  and  Life,  chap,  ii;  and  chaps,  vii-xii. 

De  Vries.     Plant-Breeding. 

Filene.    Careers  for  Women,  43-45,  the  supervision  of  home  gardens. 

Gordon.     A  Handbook  of  Employments,  219-221. 

Gowin  and  Wheatley.     Occupations,  56-58,  gardening. 

Green.     Vegetable  Gardening. 

Ivins.     Garden  Crops. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  37  and  38. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
367-369,  skin  affections  of  gardeners. 

Laselle  and  Wiley.  Vocations  for  Girls,  87  and  88,  vocations  for  the 
country  girl. 

McKeever.     Training  the  Boy,  31-33,  making  the  home  garden. 

Madden  and  Turner.    A  Rural  Arithmetic. 

Morrison  and  Brues.     How  to  Make  the  Garden  Pay. 

New  York  State  College  of  Agriculture.  Drying  Fruits  and  Vege- 
tables in  New  York  State. 

Hotbeds  and  Cold  Frames. 

How  the  Plant  Produces  Seed. 

Planning  the  Home  Vegetable  Garden:  Growing  Early  Plants. 

Summer  Care  of  the  Home  Vegetable  Garden. 

Pickard.     Industrial  Booklets,  92-98,  vegetable  gardens. 

Industrial  Work  for  Boys,  112  and  113,  garden  work  for  home  credit; 

and  124-133,  contests  and  club  work. 

Robison.     Vocational  Education,  241-263,  agricultural  education. 
Smith.     Commerce  and  Industry,  75-85,  the  vegetable  industries. 
Spillman.     Farm  Science,  Part  II,  the  plant. 
Vincent.     Vocational  Arithmetic,  56,  truck  gardening;    and  81,  school 

gardening. 
Women's  Employment  Publishing  Co.    Careers,  201  and  202;  205  and 

206,  gardening  for  women;  and  213,  training  and  earnings. 
Wood  and  Smith.     Prevocational  and  Industrial  Arts,  160-168,  school 

gardening. 

LUMBERMAN 

Bassett.     The  Story  of  Lumber. 

Bishop  and  Keller.     Industry  and  Trade,  245-252,  lumber. 
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Forbes.    Men  Who  Are  MaJcing  America,  53-59,  sketch  of  Captain  Robert 

Dollar,  the  foremost  producer  and  exporter  of  lumber  in  the  United 

States. 
Giles.    Vocational  Civics,  46  and  47,  forestry;  and  49  and  50,  "logging." 
Griffith.     Essentials  of  Woodworking,  chap,  xi,  lumbering  and  milling. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  45-58,  lumbering. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

436,  exposure  to  excessive  cold  and  preventive  measures;   and  673  and 

674,  the  lumber  industry. 
New  York  State  College  of  Agriculture.    Methods  of  Determining 

the  Value  of  Timber  in  the  Farm  Woodlot. 
Noyes.     Handwork  in  Wood,  chap,  i,  logging;  and  ii,  sawmilling. 

Wood  and  Forest. 

Pinchot.     The  Training  of  a  Forester. 

Rollins.     What  Can  a  Young  Man  Do?  chap.  50,  lumbering. 

Vincent.     Vocational  Arithmetic,  46,  lumber  industry. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxi,  the  woodworking 

industries. 

NURSERYMAN 

De  Vries.     Plant-Breeding,  chap,   iv,   the   production  of   horticultural 

novelties  by  Luther  Burbank. 
Gordon.     A  Handbook  of  Employments,  219-221. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  41  and  42. 
Robison.     Vocational  Education,  241-263,  agricultural  education. 
Sears.     Productive  Orcharding. 

Spillman.     Farm  Science,  176-184,  plant  propagation. 
Weaver  and  Byler.    Vocations  for  Boys,  260,  nurserymen  and  seed  men. 
Wilkinson.    Practical  Agriculture,  chap,  xxv,  the  propagation  of  plants. 

POULTRY  RAISER 

Blunt  and  Sprague.     Food  and  the  War. 
Bowsfield.     Making  the  Farm  Pay,  244-274. 

Important  information  necessary  for  the  successful  raising  of  poultry 
on  the  farm. 
Cromwell.    Agriculture  and  Life,  73-79,  poultry  on  the  farm;   and  121- 

124,  poultry  feeding. 
Dimock.     The  New  Business  of  Farming,  chap,  x,  live  stock  on  the  farm. 
Filene.     Careers  for  Women,  37-42. 

Giles.     Vocatio7ial  Civics,  37  and  38,  profits  from  poultry  raising. 
Gowin  and  Wheatley.     Occupations,  53-55,  the  poultryman. 
Jones,  Guy  M.,  Co.    Trade  Foundations,  43  and  44,  poultry  farming;  and 

435-438,  poultry  house  construction. 
Lewis.     Productive  Poultry  Husbandry. 
Madden  and  Turner.     A  Rural  Arithmetic,  chap.  xi. 
Pickard.     Industrial  Work  for  Boys,  133-135,  poultry  contest. 
Plumb.     Beginnings  in  Animal  Husbandry,  chaps,  xxiv-xxviii. 
Smith.     Commerce  and  Industry,  73  and  74. 
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POULTRY  RAISER  (continued) 

Spillman.  Farm  Science,  251-255,  poultry;  319-321,  poultry  raising  on 
the  farm. 

Vincent.     Vocational  Arithmetic,  67,  poultry  industry. 

Wilkinson.     Practical  Agriculture,  231-234,  poultry. 

Women's  Employment  Publishing  Co.  Careers,  207-208,  poultry  keep- 
ing for  women;  and  213,  training. 

Wood  and  Smith.  Prevocational  and  Industrial  Arts,  172-184,  raising 
poultry. 

STOCK  RAISER 

Bishop  and  Keller.    Industry  and  Trade,  chap,  ix,  cattle;  x,  swine  and 

sheep;  and  xi,  horses  and  mules. 
Bowsfield.    Making  the  Farm  Pay,  58-74,  live  stock  and  feeds;  and  95- 

97,  sheep. 
Cromwell.    Agriculture  and  Life,  chaps,  iv  and  v,  stock  feeding. 
Dimock.    The  New  Business  of  Farming,  chap,  x,  live  stock  on  the  farm. 
Filene.     Careers  for  Women,  42  and  43. 
Gowin  and  Wheatley.     Occupations,  49  and  50. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  28-30. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

158-172,  and  372-374,  anthrax  and  other  animal  affections. 
McKeever.     Training  the  Boy,  33-35,  live  stock  raising. 
McMahon.     How  These  Farmers  Succeeded. 

Most  of  the  chapters  of  the  book  deal  in  part  with  stock  raising. 
Madden  and  Turner.     A  Rural  Arithmetic,  chaps  vii-x. 
New  York  State  College  of  Agriculture.     Beef  Breeding  Herd  in 

New  York  State. 

Computing  Rations  for  Farm  Animals. 

Making  Advanced  Registry  Records. 

Practical  IIorse-Breeding. 

Problem  of  Tuberculosis  in  Cattle. 

Starting  a  Flock  of  Sheep. 

Patchin.     The  Range  and  Grange  Hustlers  on  the  Ranch. 

Pickard.     Industrial  Booklets,  99  and  100,  live  stock  production;  105- 

108,  hogs;  and  108-111,  horses. 
Plumb.     Beginnings  in  Animal  Husbandry,  chaps,  i-xxiii. 
Smith.    Commerce  and  Industry,  50-73,  raising  of  stock,  sheep,  and  horses. 
Spillman,    Farm  Science,  Part  in,  the  animal;    Part  IV,  chap,  xx,  live 

stock  enterprises. 
Vincent.    Vocational  Arithmetic,  69-71. 
Wilkinson.    Practical  Agriculture,  chap,  xlii-xliv,  stock  feeding,  animal 

husbandry,  and  domestic  animals. 


SECTION  II 

EXTRACTION  OF  MINERALS 

MINE  OPERATOR 

Bishop  and  Keller.    Industry  and  Trade,  Part  IV,  mineral  industries. 

Boy  Scouts  of  America.  Mining. 

Cockin.     Practical  Coal-Mining. 

Forbes.    Men  Who  Are  Making  America,  173-196,  and  319-327,  examples 

of  men  successful  in  mining  copper,  gold,  silver,  and  zinc. 
Giles.     Vocational  Civics,  50-54,  mining. 
Jones,  Guy  M.,  Co.    Trade  Foundations,  65-79,  mining. 
Newell  and  Drayer.     Engineering  as  a  Career,  149-158,  mining. 
Samuel.     The  Story  of  Gold  and  Silver. 

The  Story  of  Iron. 

Smith.    Commerce  and  Industry,  chap  ix,  coal;  chap,  xv,  the  mineral  in- 
dustries. 
Vincent.     Vocational  Arithmetic,  35,  coal  mining. 

MINER 

Bishop  and  Keller.  Industry  and  Trade,  22-27,  mineral  resources;  and 
Part  IV,  mineral  industries. 

Boy  Scouts  of  America.    Mining. 

Cockin.     Practical  Coal-Mining. 

Coe.     Heroes  of  Everyday  Life,  143-169. 

Forbes.  Men  Who  Are  Making  America,  173-196,  and  319-327,  examples 
of  men  successful  in  mining  copper,  gold,  silver,  and  zinc. 

Giles.     Vocational  Civics,  50-54,  mining. 

Gordon.     A  Handbook  of  Employments,  58-61,  coal  mining. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  65-79,  mining;  and  422-424, 
the  care  and  repair  of  mining  tools. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
55,  carbon  monoxide  posioning  in  mining;  77  and  78,  lead  poisoning  in 
the  smelting  of  lead  ore;  113-115,  cases  of  poisoning  in  lead  mining  and 
smelting;  218-234,  dust  diseases  of  the  lungs;  435  and  436,  exposure 
to  excessive  heat  and  preventive  measures;  443-446,  abnormal  posi- 
tions of  the  body  and  preventive  measures;  485-490,  workers  in  arsenic; 
521-527,  workers  in  mercury;  580,  gold  mining;  604  and  605,  tin  min- 
ing;  and  618-625,  mining  and  diseases  of  miners. 

Mears.     The  Iron  Boys  in  the  Mines. 

Newell  and  Drayer.    Engineering  as  a  Career,  149-158,  mining. 

Samuel.     The  Story  of  Gold  and  Silver. 

The  Story  of  Iron. 

Smith.  Commerce  and  Industry,  chap,  ix,  coal;  chap,  xv,  the  mineral  in- 
dustries. 
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MINER  (continued) 

Tappan.    Diggers  in  the  Earth,  1-10,  in  a  coal  mine;  39-47,  gold  mining; 

48-56,  silver  mining;    57-64,  iron;    65-75,  copper;    76-83,  aluminum; 

84-94,  petroleum;  and  95-103,  salt. 
Vincent.     Vocational  Arithmetic,  35,  coal  mining. 

QUARRYMAN 

Gordon.     A  Handbook  of  Employments,  319-322. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  78  and  79,  stone. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

622-628,  diseases  of  quarrymen. 
Tappan.    Diggers  in  the  Earth,  11-20,  down  in  the  quarries. 
Vincent.     Vocational  Arithmetic,  34,  stone  quarrying. 

STONE  CUTTER 

Baker.    A  Treatise  on  Masonry  Construction,  chap.  x. 

Gordon.     A   Handbook   of  Employments,   257   and    258,    monumental, 

sculptural,  and  marble  cutting;  and  319-322,  stone  dressers. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  153  and  154,  stone  working; 

and  367  and  368,  marble  and  stone  working. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  288 

and  289,  granite  cutters'  cramp. 
Shaw,  Frank  L.    The  Building  Trades,  24,  other  trades. 


SECTION  III 

MANUFACTURING  AND  MECHANICAL 
INDUSTRIES 

AUTOMOBILE  REPAIRER 

Harris,  Gideon.     AudeVs  Automobile  Guide. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  102-106,  the  automobile  in- 
dustry; and  125  and  126,  repairing  and  garage  work. 

Page.     Automobile  Repairing  Made  Easy. 

Automobile  Starting,  Lighting,  and  Ignition  Systems. 

Russell  and  Rathbun.  Motor  Truck  and  Automobile  Motors  and  Mechan- 
ism. 

Vincent.    Vocational  Arithmetic,  15,  automobile  overhauling. 

BAKER 

Gordon.    A  Handbook  of  Employments,  139-144. 

Gowin  and  Wheatley.     Occupations,  297  and  298. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  216-219,  the  biscuit 

maker. 
Jones,  Guy  M.,  Co.    Trade  Foundations,  130-132,  baking. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

357,  "bakers'  eczema";    435  and  436,  exposure  to  excessive  heat  and 

preventive  measures;    443-446,  abnormal  positions  of  the  body  and 

corrective  measures;  and  687  and  688. 
Tolman  and  Guthrie.    Hygiene  for  the  Worker,  164-166,  dangers  from 

intense  heat. 
Weaver.     Vocations  for  Girls,  66,  food  product  factories. 
Weaver  and  Byler.     Vocations  for  Boys,  266,  proportion  of  bakeries  to 

population  in  certain  cities. 

BLACKSMITH 

Adams.     Machinery  Book,  268-272,  forging  and  welding. 

Boy  Scouts  of  America.     Blacksmithing. 

Brace  and  Mayne.    Farm  Shop  Work,  197-245,  blacksmithing. 

Drew.     Farm  Blacksmithing. 

Forman.    Stories  of  Useful  Inventions,  38-53,  the  invention  of  the  forge. 

Gordon.    A  Handbook  of  Employments,  147-149. 

Gowin  and  Wheatley.    Occupations,  196,  and  198-200. 

Jones,  Guy  M.,  Co.     Trade  Foundations,   115-117,  blacksmithing  or 

forging;   274,  and  334-338,  forging. 
Kelly  and  Allen.    The  Shipbuilding  Industry,  165  and  166,  the  work  of 

blacksmiths  in  the  shipyard;  and  225. 
Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  435 

and  436,  exposure  to  excessive  heat;  443-446,  abnormal  positions  of  the 

body  and  corrective  measures;  451-453,  accidents  and  injuries;  and  598. 
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BLACKSMITH  (continued) 

Lutz.     The  Metal  Trades,  42-44. 

Parton.  Captains  of  Industry,  10-18,  Elihu  Burritt,  "the  learned  black- 
smith." 

Pickard.    Industrial  Work  for  Boys,  99-105,  iron  work  and  forging. 

Tolman  and  Guthrie.  Hygiene  for  the  Worker,  164-166,  dangers  from 
intense  heat. 

Vincent.     Vocational  Arithmetic,  13,  horseshoeing. 

Weaver  and  Byler.    Vocations  for  Boys,  128  and  129,  forge  shops. 

Wood  and  Smith.  Prevocational  and  Industrial  Arts,  212-225,  metal 
work  and  forging. 

BOILER  MAKER 

Coe.    Heroes  of  Everyday  Life,  125-142,  the  engineer  at  sea. 

Gordon.    A  Handbook  of  Employments,  338  and  339. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  117-119,  boiler  making. 

Kelley  and  Allen.    The  Shipbuilding  Industry,  160-165,  boiler  shops. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

598. 
Lutz.     The  Metal  Trades,  44  and  45. 

BOOKBINDER 

Gordon.     A  Handbook  of  Employments,  149-151. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  228-230,  the  bindery 

worker. 
Jones,  Guy  M„  Co.    Trade  Foundations,  147-149,  276  and  277,  and  370- 

372,  bookbinding. 
Sanford.     The  Art  Crafts  for  Beginners,  chap.  vi. 
Shaw,  Frank  L.     The  Printing  Trades,  chap,  iv,  the  bindery. 
Tappan.     Makers  of  Many  Things,  36-45,  how  books  are  made. 
Van  Kleeck.     Women  in  the  Bookbinding  Trade. 
Weaver.     Vocations  for  Girls,  62,  bookbinding. 
Worst.     Industrial  Work  for  the  Middle  Grades,  chap,  ix,  bookbinding. 

BRASS  WORKER 

Gordon.     A  Handbook  of  Employments,  194. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  15- 
34,  brass,  copper,  and  zinc  poisoning,  and  the  health  of  brass  work- 
ers; and  491-504,  processes  involving  exposure  to  poisoning. 

Tolman  and  Guthrie.   Hygiene  for  the  Worker,  162,  dangers  in  brass  work. 

BU1XDER 

Baker.     A  Treatise  on  Masonry  Construction. 
Bates  and  Charlesworth.     Mechanics  for  Builders. 
Campbell.     Concrete  on  the  Farm  and  in  the  Shop. 

How  to  Use  Cement  for  Concrete  Constructio?i  for  Town  and  Farm. 

Giles.    Vocational  Civics,  109-120,  the  building  trades. 
Gordon.    A  Handbook  of  Employments,  163-167. 
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Gowin  and  Wheatley.    Occupations,  chap,  ix,  the  building  trades. 

Griffith.     Carpentry. 

Jones,  Gut  M.,  Co.    Trade  Foundations,  79-86,  the  building  trades. 

Lewis  and  Chandler.  Popular  Handbook  for  Cement  and  Concrete  Users, 
chap,  viii,  the  making  of  concrete  blocks;  chap,  xx,  the  use  of  concrete 
in  building  construction. 

Madden  and  Turner.  A  Rural  Arithmetic,  chap,  xvii,  farm  building  con- 
struction. 

Pressey.  A  Vocational  Reader,  119-126,  the  building  of  the  Metropolitan 
Life  Insurance  Company. 

Shaw,  Frank  L.     The  Building  Trades. 

Vincent.     Vocational  Arithmetic,  32  and  89-93,  building  construction. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xx,  the  building  trades. 

Willits.    Steadying  Employment,  29,  the  building  trades. 

BUTCHER 

Gordon.    Handbook  of  Employments,  167  and  168. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  132-134,  butchering  and  packing. 

CABINET  MAKER 

Crawshaw.     Problems  in  Furniture  Making. 

Gordon.    A  Handbook  of  Employments,  168-173. 

Gowin  and  Wheatley.    Occupations,  170  and  171,  cabinet  making. 

Griffith.    Essentials  of  Woodioorking,  chap,  ix,  elementary  cabinet  work. 

Woodtvork  for  Secondary  Schools,  chap,  vi,  wood-carving;  and  chap. 

viii,  furniture  construction. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  99-101,  270,  and  311-320,  furni- 
ture and  cabinet  making. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  443- 
446,  abnormal  positions  of  the  body  and  corrective  measures;  and  676. 

Noyes.    Handwork  in  Wood. 

Vincent.     Vocational  Arithmetic,  42,  cabinet  making. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxi,  the  woodworking  in- 
dustries. 

CANDY  FACTORY  WORKER 

Girls'  Trade  Education  League.    Confectionery  Manufacture. 
Gordon.    A  Handbook  of  Employments,  355-359,  sweetmeat  manufacture. 
Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  214-216,  the  candy-maker. 
Jones,  Guy  M.,  Co.    Trade  Foundations,  136  and  137,  candy  making. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  358 

and  359,  skin  affections  of  workers  in  sugar  and  candy  manufactories. 
Leake.     The  Vocational  Education  of  Girls  and  Women,  113  and  114, 

classes  for  factory  girls  in  Boston. 

Instruction  given  at  the  factory  in  homemaking  duties. 
McKeever.    Training  the  Girl,  230-232,  mechanical  pursuits  for  women. 
Weaver.    Vocations  for  Girls,  66,  food  product  factories. 
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CARPENTER 

Bates  and  Charlesworth.     Mechanics  for  Builders. 

Dooley.     Vocational  Mathematics,  Part  II,  carpentering  and  building. 

Giles.     Vocational  Civics,  109-120,  the  building  trades. 

Gordon.    A  Handbook  of  Employments,  175-178;   and  342,  shipwrights 

and  joiners. 
Gowin  and  Wheatley.    Occupations,  163-171,  the  building  trades. 
Griffith.     Carpentry. 

Woodwork  for  Secondary  Schools,  chap,  iv,  joinery. 

While  this  chapter  refers  to  the  special  work  done  by  the  carpenter, 
the  entire  book  contains  information  relating  more  or  less  closely  to 
his  trade. 
Jones,  Guy  M.,  Co.    Trade  Foundations,  263,  general  carpentering;  and 

289-311,  carpentry. 
Kelley  and  Allen.    The  Shipbuilding  Industry,  134-138,  the  preparation 

of  the  berth  of  a  ship;    186-194,  ship  carpenters  and  joiners;    and 

chap,  x,  the  building  of  wooden  ships. 
King,  Charles  A.     Constructive  Carpentry. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

258,  fatigue  and  health  of  industrial  workers;   451-453,  accidents  and 

injuries;  and  676. 
No  yes.     Handwork  in  Wood. 
Pressey.    A  Vocational  Reader,  110-116,  the  carpenter  who  founded  a 

university. 
Roehl.     Problems  in  Carpentry. 
Shaw,  Frank  L.     The  Building  Trades,  18  and  19. 

CLOTHING  CUTTER 

Apprenticeship  and  Skilled  Employment  Association.     Trades  for 

London  Boys,  25,  cutting. 
Bryner.     The  Garment  Trades,  32-34,  cutting. 
Gordon.     A  Handbook  of  Employments,  361  and  362. 

CLOTHING  DESIGNER 

Bryner.  The  Garment  Trades,  30-32,  designing;  and  116,  learning  de- 
signing under  a  private  teacher. 

Gordon.     A  Handbook  of  Employments,  361  and  362. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  225  and  226,  in  the  design- 
ing room. 

Ontario  Government,  Department  of  Labor.  Vocational  Opportuni- 
ties in  the  Industries  of  Ontario,  Bulletin  No.  3,  Dressmaking  and  Milli- 
nery, 4,  designers. 

CLOTHING  FACTORY  WORKER 

Bryner.     The  Garment  Trades. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  224-228,  the  clothing 
maker. 
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Jones,  Gut  Mm  Co.    Trade  Foundations,  139-141,  clothing  trades. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

660-662,  tailors  and  garment  workers. 
Smith.    Commerce  and  Industry,  chap,  xi,  fibers,  textiles,  and  clothing. 
Towne.    Social  Problems,  chap,  vi,  the  sweating  system. 
Underwriter  Printing  and  Publishing  Company.     Live  Articles  on 

Accident  Prevention,  No.  7,  56-69,  cloth  sponging  health  hazards. 
Weaver.     Vocations  for  Girls,  63-65,  girls  in  the  clothing  factory. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xvi,  clothing. 
Willits.    Steadying  Employment,  21-27,  the  clothing  industry. 

CLOTHING  PRESSMAN 

Bryner.    The  Garment  Trades,  43  and  44,  pressing  and  ironing. 
Gordon.    A  Handbook  of  Employments,  361  and  362. 

COMPOSITOR 

Giles.     Vocational  Civics,  107-109,  printing. 

Gordon.     A  Handbook  of  Employments,  312-318. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  144  and  145,  composition. 

Shaw,  Frank  L.    The  Printing  Trades,  chap,  ii,  the  composing-room. 

Stilwell.     The  School  Printshop. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xvii,  the  printing  trades. 

CONCRETE  WORKER 

Baker.    A  Treatise  on  Masonry  Construction. 

Bates  and  Charlesworth.    Mechanics  for  Builders,  Part  II,  337-427, 

reinforced  concrete. 
Brace  and  Mayne.   Farm  Shop  Work,  246-268,  cement  and  concrete  work. 
Campbell.     Concrete  on  the  Farm  and  in  the  Shop. 

How  to  Use  Cement  for  Concrete  Construction  for  Town  and  Farm. 

Fairchild.     Training  for  the  Electric  Railway  Business,  79  and  80,  build- 
ings. 
Griffith.     Carpentry,  chap  i,  foundations. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  215  and  216,  cement;   267  and 

268;    356-362,   concrete  construction;    and   447-455,   concrete  fence 

posts,  troughs,  walks,  and  steps. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

633,  cement  workers. 
Lewis  and  Chandler.    Popidar  Handbook  for  Cement  and  Concrete  Users. 
National  Electric  Light  Association.    Proceedings  of  the  Second  War 

Convention,  548-585,  underground  conduit  construction. 
Pickard.    Industrial  Work  for  Boys,  94-99,  home  projects  in  cement. 
Smith.     Commerce  and  Industry,  269-272,  cement. 
Tappan.     Diggers  in  the  Earth,  21-30,  houses  of  sand. 
Vincent.     Vocational  Arithmetic,  91,  concrete  and  brick  work. 
Wood  and  Smith.    Prevocational  and  Industrial  Arts,  188-211,  concrete. 
Worst.     Industrial  Work  for  the  Middle  Grades,  chap,  x,  Portland  and 

Magnesite  cement. 
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CONFECTIONER 

Girls'  Trade  Education  League.    Confectionery  Manufacture. 

Ketling.    Helpful  Talks  with  Girls,  107-111. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygient, 
358  and  359,  skin  affections  of  workers  in  sugar  and  candy  manufacto- 
ries; and  687. 

Women's  Employment  Publishing  Co.    Careers,  214-217,  confectionery. 

COPPERSMITH 

Gordon.     A  Handbook  of  Employments,  193  and  194. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  173-175,  coppersmiths  in 
the  shipyards. 

Morris.  Employment  Opportunities  for  Handicapped  Men  in  the  Copper- 
smithing  Trade. 

DRESSMAKER 

Bassett.     The  Story  of  Silk. 

Bryner.     Dressmaking  and  Millinery. 

Dixon.     Vocational  Guidance  for  Girls,  171  and  172,  dressmaking. 

Gibbs.     Household  Textiles. 

Giles.     Vocational  Civics,  209-215,  dressmaking. 

Gordon.  A  Handbook  of  Employments,  201  and  202,  dressmaking  ap- 
prentices. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  85-88. 

Izor.    Costume  Design  and  Home  Planning,  Part  I,  costume. 

Ketling.    Helpful  Talks  with  Girls,  112-116. 

Laselle  and  Wiley.     Vocations  for  Girls,  chap  viii. 

McKeever.     Training  the  Girl,  234  and  235,  sewing  and  dressmaking. 

Patton.     Home  and  School  Sewing. 

Rhoe.     The  Dress  You  Wear  and  Hoiv  to  Make  It. 

Robison.  Vocational  Education,  128-131,  a  girls'  trade  school  course  in 
dressmaking. 

Schmit.     Garments  for  Girls. 

Weaver.     Vocations  for  Girls,  chap.  xvi. 

Women's  Educational  and  Industrial  Union.  Dressmaking  as  a  Trade 
for  Women. 

Women's  Employment  Publishing  Co.  Careers,  179  and  180;  194, 
training  and  earnings;   220  and  221,  needlework. 

ELECTRICIAN 

Adams.     Electricity  Book. 

A  simple  description  of  apparatus  and  experiments  in  the  entire  field. 

Bishop  and  Keller.  Industry  and  Trade,  chap,  xxiv,  electrical  machinery 
and  apparatus. 

Boy  Scouts  of  America.     Electricity. 

Bucher.     Practical  Wireless  Telegraphy. 

Burns.  Great  Inventions,  43-125,  electrical  inventions;  225-232,  alter- 
nating current. 
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Dooley.     Vocational  Mathematics,  chap,  xv,  electrical  work. 

Forbes.     Men  Who  Are  Making  America,  204-213,  sketch  of  Samuel 

Insull,  president  of  the  Chicago  Edison  Company,  and  pioneer  in  de- 
veloping lighting  systems. 
Fowler.     Starting  in  Life,  253-260,  the  street  railroad. 
Gordon.    A  Handbook  of  Employments,  269  and  270,  electricity  depart- 
ments;  and  363-366,  telephone  electricians. 
Gowin  and  Wheatlet.    Occupations,  123  and  124,  electrical  railroading; 

164  and  182-184,  the  practical  electrician. 
Gray.    Principles  and  Practice  of  Electrical  Engineering. 
Hiscox.    Modern  Steam  Engineering,  24-27,  electrical  engineering. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  91-93,  electrical  wiring;   266. 

inside  wireman;   and  249-356,  electrical  work. 
Kelly  and  Allen.     The  Shipbuilding  Industry,   181-186,  divisions  of 

electrical  work  in  shipyards. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

402-414,  electrical  injuries  and  electrical  shock. 
National  Electric  Light  Association.    Proceedings  of  the  Second  War 

Convention. 
Page.     Automobile  Repairing  Made  Easy. 

Automobile  Starting,  Lighting,  and  Ignition  Systems. 

Perry,  Frances  M.    Four  American  Inventors.    The  story  of  Samuel  F. 

B.  Morse  and  of  Thomas  A.  Edison. 
Rollins.     What  Can  a  Young  Man  Do?  chap,  xxxi,  electricity. 
Saalfield.     Careers  for  the  Coming  Men,  89-98,  electricity. 
Sloane.     Electrician's  Handy  Book. 

Sterling.     Naval  Service,  chap,  xxxi,  electricity  in  the  navy. 
Tolman  and  Guthrie.    Hygiene  for  the  Worker,  149,  risk  in  electrical 

work. 
Underwriter  Printing  and  Publishing  Company.     Live  Articles  on 

Accident  Prevention,  No.  7,  42-51,  the  electrical  hazard. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xix,  the  electrical  workers. 
Weber.     Electrical  Construction. 
Williams,  Archibald.     The  Romance  of  Modern  Invention,  330-346, 

lighting. 
Wood  and  Smith.    Prevocational  and  Industrial  Arts,  252-266,  electrical 

wiring  and  construction. 

ENGRAVER 

Allen.  Advertising  as  a  Vocation,  157-159,  advertising  ethics  for  photo- 
engravers. 

Calkins.    The  Business  of  Advertising,  91,  press  engravers. 

Gowin  and  Wheatley.    Occupations,  287  and  288. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  142,  277,  and  278,  photo-en- 
graving. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
443^146,  abnormal  positions  of  the  body  and  corrective  measures;  and 
615,  engraving  and  photo-engravers. 
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ENGRAVER  (continued) 

Lehmann.     The  Stationery  Department,  chaps,  ix  and  x,  engraving  and 

printing. 
Shaw,  Frank  L.     The  Printing  Trades,  54-57,  photo-engraving. 
Weaver  and  Byler.     Vocations  for  Boys,  116  and  117,  electrotypes  and 

engraving. 

FIREMAN 

Crane.    American  Stationary  Engineering,  7-81,  work  in  the  boiler  room. 

Hiscox.     Modern  Steam  Engineering. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

435  and  436,  exposure  to  excessive  heat  and  preventive  measures. 
Tolman  and  Guthrie.     Hygiene  for  the  Worker,  164-166,  dangers  from 

intense  heat. 

FOREMAN 

Barnes.     The  Longshoremen,  chap,  v,  methods  of  hiring. 

Basset.     When  the  Workmen  Help  You  Manage. 

Bloomfield,   Daniel.     Selected  Articles  on  Employment  Management, 
301-329,  the  new  foremanship. 

Bloomfield,  Meyer.     Management  and  Men. 

Bloomfield  and  Willits.    Personnel  and  Employment  Problems  in  In- 
dustrial Management. 

Much  of  the  material  in  this  volume  is  of  interest  to  the  foreman. 

Cooke.     Modern  Manufacturing. 

Much  of  the  material  in  this  volume  is  of  interest  to  the  foreman. 

Copeland.     Business  Statistics,  chap,  iv,  factory  statistics. 

Dooley.     Vocational  Mathematics. 

Emerson.     Efficiency. 

Gantt.     Industrial  Leadership. 

Gilbreth,  Frank  B.    Primer  of  Scientific  Management. 

Gilbreth,  L.  M.     The  Psychology  of  Management. 

Gowin.     The  Executive  and  his  Control  of  Men. 

Gowin  and  Wheatley.     Occupations,  149  and  151,  manufacturing,  and 
foremen. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  208  and  209,  the  fore- 
woman. 

Kelly.     Hiring  the  Worker. 

Training  Industrial  Workers,  chap,  xii,  the  foreman's  training. 

Kelly  and  Allen.    The  Shipbuilding  Industry,  200-203,  foremen  in  ship- 
building. 

Lee.     The  Human  Machine  and  Industrial  Efficiency. 

Perrigo.     Modern  Machine  Shop  Construction. 

Schneider.     Education  for  Industrial  Workers. 

Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems,  chap,  vii, 

organization. 
Shaw,  A.  W.,  Co.     Handling  Men. 

How  to  Manage  Men. 

Smith.     The  Elements  of  Industrial  Management. 
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Thompson,  C.  Bertrand.     Scientific  Management. 

Much  of  the  material  of  this  volume  is  of  interest  to  the  foreman. 
United  States  Army.     The  Personnel  System. 

FOUNDRY  WORKER 

Gordon.    A  Handbook  of  Employments,  239-245,  iron  and  brass  founders. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  110-112,  272,  and  326-329, 

molding  and  core-making. 
Kelly  and  Allen.    The  Shipbuilding  Industry,  157-159,  foundry  workers. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  435 

and  436,  exposure  to  excessive  heat  and  preventive  measures;  and  595- 

598,  dangers  in  foundries. 
Lutz.     The  Metal  Trades,  40-42,  molders  and  coremakers. 
Moldenke.     The  Principles  of  Iron  Founding. 
Perrigo.      Modern    Machine    Shop   Construction,    chap,   xxi,   the    iron 

foundry. 
Samuel.     The  Story  of  Iron. 
Tolman  and  Guthrie.     Hygiene  for  the  Worker. 
Weaver  and  Byler.     Vocations  for  Boys,  131-133,  the  work  of  the 

molding  room. 

GAS  FITTER 

Gordon.     A  Handbook  of  Employments,  298-302. 

Kober  and  Hanson.   Diseases  of  Occupation  and  Vocational  Hygiene,  515. 

Svensen.     A  Handbook  on  Piping. 

GLASS  BLOWER 

Gordon.  A  Handbook  of  Employments,  221-226,  glass  bottle  manufacture. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  150-153,  glass  working. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
331-338,  glass  workers'  cataract;  435  and  436,  exposure  to  excessive 
heat  and  preventive  measures;  and  637-640,  the  glass  industry. 

Underwriter  Printing  and  Publishing  Company.  Live  Articles  on 
Accident  Prevention,  No.  6,  68-78,  glass  manufacturing  hazards. 

GOLDSMITH 

Bishop  and  Keller.     Industry  and  Trade,  173-178,  gold. 

Gordon.     A  Handbook  of  Employments,  250-252. 

Kennard.     The  Jewelry  Department,  chap.  ii. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  581. 

Pressey.    A  Vocational  Reader,  140-149,  Paul  Revere,  goldsmith. 

Rose  and  Cirino.    Jewelry  Making  and  Design,  31-42,  gold. 

Smith.     Commerce  and  Industry,  274-281,  gold  and  silver. 

HATTER 

Gordon.    A  Handbook  of  Employments,  237-239,  hat  and  cap  making. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

529-534,  fur  cutting  and  the  felt  hat  industry. 
Tolman  and  Guthrie.    Hygiene  for  the  Worker,  160  and  161,  danger  of 

mercurial  poisoning  in  hat  making. 
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HOSD3RY  MILL  OPERATIVE 

Dooley.  Textiles,  chaps,  x-xii,  manufacture  of  yarns  and  threads  and 
knitting. 

INDUSTRIAL  ARTS  WORKER 

Bennett.     The  Manual  Arts. 

Buchanan.     Home  Crafts  of  Today  and  Yesterday. 

Dixon.     Vocational  Guidance  for  Girls,  173,  arts  and  crafts. 

Kennard.     The  Jewelry  Department. 

Mickel.     Leather  Work. 

Payne,  Arthur  F.    Art  Metalwork  with  Inexpensive  Equipment. 

Perry,  L.  Day.     Seat  Weaving. 

Rose.     Copper  Work. 

Rose  and  Cirino.     Jewelry  Making  and  Design. 

Sanford.     The  Art  Crafts  for  Beginners. 

Weaver.     Vocations  for  Girls,  96-98,  craftsmanship. 

Women's  Employment  Publishing  Co.    Careers,  224-233,  women  in  the 

artistic  handicrafts;   and  247,  training. 
Wood  and  Smith.     Prevocational  and  Industrial  Arts. 

INSPECTOR 

Filene.     Careers  for  Women,  254-260,  factory  inspector. 

Gordon.  A  Handbook  of  Employments,  276-278,  sanitary  department; 
and  298-302. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  154-156,  divisions  of  in- 
spectors in  shipbuilding. 

O'Leary.     Department  Store  Occupations,  77  and  78. 

Underwriter  Printing  and  Publishing  Co.  Live  Articles  on  Accident 
Prevention,  No.  7,  70-77,  the  work  of  inspection. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xx,  the  building 
trades. 

Williams,  George  H.  Careers  for  Our  Sons,  200-203,  customs  and  excise 
in  Great  Britain. 

Women's  Employment  Publishing  Co.  Careers,  55-58,  public  health 
work  for  women  doctors  and  medical  inspection  of  schools  in  Great 
Britain;  90  and  91,  women  as  sanitary  inspectors;  108  and  267,  length 
and  cost  of  training  and  earnings;  253  and  254,  women  inspectors  in  the 
Civil  Service;  and  261  and  265,  women  inspectors  under  Education 
Departments. 

ntON  WORKER 

Bishop  and  Keller.    Industry  and  Trade,  chap,  xix,  metallic  products. 

Forman.  Stories  of  Useful  Inventions,  38-53,  the  invention  of  the 
forge. 

Gordon.  A  Handbook  of  Employments,  245-247,  iron  frame  building 
makers. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  125-128,  the  workers  of  the 
steel  mill;  and  138-146,  the  work  of  the  erecting  gang  and  the  construc- 
tion of  the  hull  of  the  ship. 
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Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
308-311,  dangers  to  the  eye  in  the  iron  and  steel  industries. 

Mears.     The  Iron  Boys  in  the  Steel  Mills. 

Newell  and  Drayer.  Engineering  as  a  Career,  81-88,  iron  and  steel 
making. 

Richards,  William  Alltn.    Forging  of  Iron  and  Steel. 

Samuel.     The  Story  of  Iron. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xviii,  the  metal  trades. 

JEWELER 

Bishop  and  Keller.     Industry  and  Trade,  231  and  232,  jewelry  and 

silverware. 
Filene,  Careers  for  Women,  68  and  69. 
Gordon.     A  Handbook  of  Employments,  250-252. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  170  and  171. 
Kennard.     The  Jewelry  Department. 
Rose  and  Cirino.     Jewelry  Making  and  Design. 
Samuel.     The  Story  of  Gold  and  Silver. 
Smith.     Commerce  and  Industry,  274-281,  gold  and  silver. 

JEWELRY  WORKER 

Bishop  and  Keller.     Industry  and  Trade,  231  and  232,  jewelry  and 

silverware. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  170  and  171. 
Kennard.     The  Jewelry  Department. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

581-583,  the  manufacture  of  cheap  jewelry. 
Rose  and  Cirino.     Jewelry  Making  and  Design. 
Samuel.     The  Story  of  Gold  and  Silver. 
Smith.     Commerce  and  Industry,  274-281,  gold  and  silver. 

KNITTING  MILL  OPERATIVE 

Chittick.     Silk  Manufacturing  and  Its  Problems. 

Dooley.     Textiles,  chaps,  x-xii,  manufacture  of  yarns  and  threads  and 

knitting. 
Girls'  Trade  Education  League.     Knit  Goods  Manufacture. 
Gordon.     A  Handbook  of  Employments,  93-95,  hosiery  manufacture. 
United  States  Bureau  of  Labor  Statistics.     Vocational  Education 

Survey  of  Minneapolis,  chap,  xvi,  the  knitting  mill. 
Weaver  and  Byler.     Vocations  for  Boys,  265,  the  number  of  knitting 

mills  in  the  country. 

LABORER 

Barnes,  Charles  B.     The  Longshoremen. 

Coe.     Heroes  of  Everyday  Life,  62-71,  the  day  laborer. 

Giles.     Vocational  Civics,  59-80. 

The  treatment  of  this  topic  in  the  reference  is  fragmentary,  but  much 

of  the  general  information  is  of  interest. 
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LABORER  (continued) 

Gordon.     A  Handbook  of  Employments,  324  and  325,  porters. 

Kelly  and  Allen.     The  Shipbuilding  Industry,  195  and  196,  unskilled 

laborers. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

359,  skin  affections  of  builders,  masons,  brickmakers,  laborers;    and 

717  and  718,  general  day  laborers. 
Shaw,  Frank  L.    The  Building  Trades,  17;  34  and  35,  helpers. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  x,  manual  labor. 

LAUNDRY  WORKER 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  232-234. 

Kittredge.     The  Home,  chap,  viii,  laundry  work  in  the  home. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

662-665. 
Thompson,  Eliza  B.    The  Cotton  and  Linen  Departments,  chap,  xxvi,  the 

laundering  of  cotton  and  linen  fabrics. 
Tolman  and  Guthrie.     Hygiene  for  the  Worker,  164-166. 
Vincent.     Vocational  Arithmetic,  24,  the  Chinese  laundry. 
Weaver  and  Byler.     Vocations  for  Boys,  chap,  xv,  laundries. 
Women's  Employment  Publishing  Co.     Careers,  185  and  186,  laundry 

management;   and  195,  training  and  earnings. 

LEATHER  WORKER 

Allen.     The  Shoe  Industry,  chap,  v,  leather. 

Bassett.     The  Story  of  Leather. 

Bishop  and  Keller.  Industry  and  Trade,  259-263,  leather;  and  266  and 
267,  saddles  and  harness. 

Boy  Scouts  of  America.     Leather  Working. 

Brace  and  Mayne.     Farm  Shop  Work,  269-274. 

Dooley.  A  Manual  of  Shoe  Making,  chap,  x,  leather  products  manu- 
facture. 

Gordon.  A  Handbook  of  Employments,  195;  and  332-334,  saddlers  and 
other  leather  goods  workers. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  156;   230  and  231,  leather. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  575, 
the  leather  glove  and  mitten  industry. 

Lehmann.     The  Leather  Goods  Department. 

Mickel.     Leather  Work. 

Pickard.    Industrial  Work  for  Boys,  44  and  45,  leather  belt  lacing. 

Sanford.     The  Art  Crafts  for  Beginners,  chap,  v,  art  leather  work. 

Smith.     Commerce  and  Industry,  chap,  xii,  leather  and  rubber. 

Tappan.     Makers  of  Many  Things,  16-24,  kid  gloves. 

Vincent.     Vocational  Arithmetic,  12,  harness  making. 

Weaver  and  Byler.  Vocations  for  Boys,  153,  harness  making  and  artistic 
leather  work. 
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LINOTYPER 

Giles.     Vocational  Civics,  107-109,  printing. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  230-232,  monotype  and 

linotype  machines. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  611, 

monotyping  and  linotyping. 
McClellan.     Practical  Typography. 

Shaw,  Frank  L.     The  Printing  Trades,  chap,  ii,  the  composing-room. 
Tappan.    Makers  of  Many  Things,  36-45,  how  books  are  made. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xvii,  the  printing  trades. 
Williams,  Archibald.     The  Romance  of  Modern  Invention,  306-316, 

type-setting  by  machinery. 

LITHOGRAPHER 

Gordon.     A  Handbook  of  Employments,  253-256. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

443-446,  abnormal  positions  of  the  body  and  corrective  measures;  and 

614  and  615,  chromo-lithography. 
Shaw,  Frank  L.     The  Printing  Trades,  60-63,  lithographing. 
Tolman  and  Guthrie.    Hygiene  for  the  Worker,  161,  danger  of  mercury 

poisoning. 

MACHINIST 

Adams.     Mechanical  Book. 

The  nature  and  use  of  tools  and  machinery. 

Allen.     The  Shoe  Industry,  chap,  ii,  the  invention  of  shoe  machinery. 

Barnard.     Tools  and  Machines. 

Brokaw  and  Starr.     Putnam's  Automobile  Handbook. 

Burns.    Great  Inventions,  chaps  i  and  ii,  early  mechanical  inventions. 

Dooley.     Vocational  Mathematics. 

Forman.     Stories  of  Useful  Inventions. 

Giles.     Vocational  Civics,  87-107,  manufacturing. 

The  section  referred  to  is  general,  but  much  of  the  information  is  of 
value  in  studying  this  occupation. 

Gowin  and  Wheatley.  Occupations,  196,  200-205;  and  210-212,  choice 
of  a  machine  trade  and  of  a  shop. 

Griffith.  Woodwork  for  Secondary  Schools,  chap,  iii,  wood  working 
machines. 

Harris.     AudeVs  Automobile  Guide. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  112-115;  207-214,  the  common 
metals;  273  and  274,  general  machine  shop  work;  and  329-333,  ma- 
chine shop  practice. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  166-170,  the  machinists' 
trade  in  shipyard  work. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
451-453,  accidents  and  injuries. 

Lutz.     The  Metal  Trades. 

Mach.     The  Science  of  Mechanics. 

Markham.     Tool  Making. 
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MACHINIST  (continued) 

Page.     Automobile  Repairing  Made  Easy. 

Perry,  Frances  M.     Four  American  Inventors. 

Robison.     Vocaiio7ial  Education,  43-206,  industrial  education. 

Rogers.     Rogers'  Machinists'  Guide. 

Russell   and   Rathbun.     Motor    Truck   and   Automobile   Motors   and 

Mechanism. 
Smith.     Commerce  and  Industry,  chap,  xiii,  the  machinery,  shipbuilding, 

and  metal  industries;   chap,  xliii,  the  ocean  and  its  carriers. 
Turner.     Machine  Shop  Work. 
Usher.     The  Modern  Machinist. 

Van  Dervoort.    Machine  Shop  Tools  and  Shop  Practice  Book. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xviii,  the  metal  trades. 
Wood  and  Smith.    Prevocational  and  Industrial  Arts,  212-225,  metal  work. 

MANUFACTURER 

Adams.     Description  of  Industry. 

Allen.  Advertising  as  a  Vocation,  chap,  v,  the  advertising  of  manufactures. 

Business  Employments,  Part  I,  employment  opportunities  on  the 

business  side  of  manufacture. 

Bishop  and  Keller.  Industry  and  Trade,  Part  V,  manufacturing  industries. 

Bloomfield,  Meyer.    Management  and  Men. 

Chittick.     Silk  Manufacturing  and  Its  Problems. 

Cooke.     Modern  Manufacturing. 

Filsinger.     Exporting  to  Latin  America. 

Forbes.     Men  Who  Are  Making  America. 

Fowler.     Starting  in  Life,  39-46. 

Gantt.     Industrial  Leadership. 

Giles.     Vocational  Civics,  87-107,  manufacturing. 

Gowin  and  Wheatley.     Occupations,  chap,  viii,  manufacturing. 

Hough.     Practical  Exporting. 

Hurley.     Awakening  of  Business. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  79-164,  manufacturing  and 

mechanical  pursuits. 
Perrigo.     Modern  Machine  Shop  Construction. 
Redfield.     The  New  Industrial  Day. 

Rollins.    What  Can  a  Young  Man  Do?  chap,  xvi,  the  manufacturer. 
Shaw,  Arch  Wilkinson.     An  Approach  to  Business  Problems,  Part  I, 

the  problems  of  production. 
Shaw,  A.  W.,  Co.     Personality  in  Business. 
Smith,    Commerce  and  Industry,  chaps,  vii-xiv. 

The  Elements  of  Industrial  Management. 

Stevens.    Boys  and  Girls  in  Commercial  Work,  chap,  vi,  departments  in 

manufacturing. 
Thompson,  C.  Bertrand.     How  to  Find  Factory  Costs. 
Thompson,  Eliza  B.     The  Cotton  and  Linen  Departments. 

The  book  presents  considerable  information  upon  the  manufacture  of 

cotton  and  linen  goods. 
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Thompson,  Eliza  B.    The  Silk  Department. 

For  information  upon  the  manufacturing  of  silk  goods. 
Weaver  and  Byler.    Vocations  for  Boys,  264  and  265,  a  young  man  en- 
tering upon  manufacture. 

MASON 

Baker.     A  Treatise  on  Masonry  Construction. 

Barham.     Masonry. 

Campbell.     Concrete  on  the  Farm  and  in  the  Shop. 

How  to  Use  Cement  for  Concrete  Construction  for  Town  and  Farm. 

Crane.  American  Stationary  Engineering,  82-104,  mason  work  in  con- 
nection with  engines. 

Giles.    Vocational  Civics,  109-120,  bricklayers  and  plasterers. 

Gordon.  A  Handbook  of  Employments,  159  and  160,  bricklayers;  163- 
167;  and  294-298,  plasterers. 

Gowin  and  Wheatley.     Occupations,  163,  and  172-175. 

Hiscox.  Modern  Steam  Engineering,  chap,  v,  constructing  the  boiler 
chimney. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  86-88;  90  and  91,  plastering; 
263-266,  stone  mason,  brick  layer,  and  plasterer;  362-366,  bricklaying 
and  plastering;  and  440-445,  making  a  brick  wall,  arches,  and  chimneys. 

King,  Charles  A.  Constructive  Carpentry,  chap,  i,  masonry,  founda- 
tions; and  viii,  plastering. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
359,  skin  affections  of  builders,  masons,  brickmakers,  laborers;  451- 
453,  accidents  and  injuries;   and  634  and  635. 

Lewis  and  Chandler.  Popular  Handbook  for  Cement  and  Concrete 
Users. 

Scrimshaw.     Bricklaying  in  Modern  Practice. 

Shaw,  Frank  L.  The  Building  Trades,  17  and  18,  bricklayers;  and  22, 
plasterer. 

Vincent.    Vocational  Arithmetic,  91,  concrete  and  brick  work. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xx,  the  building  trades. 

MECHANIC 

Adams.     Machinery  Book. 

Description  of  common  tools  and  machinery. 
Barnard.     Tools  and  Machines. 
Bates  and  Charlesworth.     Mechanics  for  Builders. 
Bennett.     The  Manual  Arts. 
Boy  Scouts  of  America.     Handicraft. 
Brace  and  Mayne.     Farm  Shop  Work. 
Burns.     Great  Inventions. 
Dooley.     Vocational  Mathematics. 
Fowler.     Starting  in  Life,  364-376. 
Giles.     Vocational  Civics,  87-107,  manufacturing. 

The  section  referred  to  is  general,  but  much  of  the  information  is  of 

value  in  studying  invention. 
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MECHANIC  (continued) 

Griffith.     Essentials  of  Woodworking. 

Lutz.     The  Metal  Trades. 

Mach.     The  Science  of  Mechanics. 

Markham.     Tool  Making. 

Page.     Automobile  Repairing  Made  Easy. 

Automobile  Starting,  Lighting,  and  Ignition  Systems. 

Parton.    Captains  of  Industry,  86-100,  the  story  of  Ezra  Cornell. 
Perry,  Frances  M.     Four  American  Inventors. 

Purfield.     Wood  Pattern  Making. 

Contains  important  mechanical  information. 
Robison.    Vocational  Education,  43-206,  industrial  education. 
Rogers.     Rogers'  Machinists'  Guide. 
Turner.     Machine  Shop  Work. 
Usher.     The  Modern  Machinist. 

Van  Dervoort,    Machine  Shop  Tools  and  Shop  Practice  Book. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xx,  the  building  trades; 

xxi,  the  woodworking  industries;   and  xxix,  the  Civil  Service. 
Wood  and  Smith.    Prevocational  and  Industrial  Arts. 

MILLINER 

Aiken.     The  Millinery  Department. 

Bassett.     The  Story  of  Silk. 

Bryner.     Dressmaking  and  Millinery. 

Dixon.     Vocational  Guidance  for  Girls,  172,  millinery. 

Gibbs.     Household  Textiles. 

Giles.     Vocational  Civics,  209-215,  millinery. 

Gordon.    A  Handbook  of  Employments,  202  and  203,  millinery. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  88-91 ;  and  221-224,  the 

hat  maker. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  141. 
Ketling.    Helpful  Talks  with  Girls,  85-87,  a  traveling  milliner. 
Laselle  and  Wiley.    Vocations  for  Girls,  chap.  viii. 
McKeever.     Training  the  Girl,  234  and  235,  sewing  and  dressmaking. 
Van  Kleeck.     A  Seasonal  Industry. 

Wages  in  the  Millinery  Trade. 

Weaver.     Vocations  for  Girls,  chap.  xvi. 

Women's  Educational  and  Industrial  Union.    Millinery  as  a  Trade 

for  Women. 
Women's  Employment  Publishing  Co.    Careers,  187  and  188. 

MODELER 

Rose  and  Cirino.    Jewelry  Malcing  and  Design,  chap,  xviii,  modeling  and 
casting. 

PAINTER 

Crawshaw.    Problems  in  Furniture  Malcing,  12-17,  wood  finishes. 
Giles.     Vocational  Civics,  109-120,  the  building  trades. 
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Gordon.     A  Handbook  of  Employments,  284-290. 

Gowin  and  Wheatley.    Occupations,  164;  and  184-187. 

Griffith.  Essentials  of  Woodworlcing,  chap,  xiii  and  Appendix  II,  wood 
finishing. 

Woodwork  for  Secondary  Schools,  chap,  vii,  wood  finishing. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  93  and  94;  222-229,  paints; 
267;  and  321-323,  painting. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  150-153,  shipyard  paint- 
ers; and  225. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
115-117,  lead  poisoning  in  the  painter's  trade;  and  515-520. 

McKeon  and  Schofield.  Sign,  Carriage,  and  Decorative  Painting,  254- 
275. 

Quinn.  Planning  and  Furnishing  the  Home,  chap,  xvi,  the  painting  of 
furniture  and  interiors. 

Shaw,  Frank  L.     The  Building  Trades,  19  and  20. 

Stilwell.     The  School  Printshop. 

Tolman  and  Guthrie.    Hygiene  for  the  Worker. 

Vincent.     Vocational  Arithmetic,  11,  carriage  painting. 

PAPER  BOX  MAKER 

Girls'  Trade  Education  League.    Paper  Box  Making. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  212  and  213. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  668 

and  669,  cardboard  and  paper  box  workers. 
Laselle  and  Wiley.     Vocations  for  Girls,  chap.  v. 

This  chapter  describes  factory  employment  and  the  opportunities  for 

girls  in  paper  box  making. 
McKeever.     Training  the  Girl,  230-232,  mechanical  pursuits  for  women. 

PAPER  HANGER 

Gordon.     A  Handbook  of  Employments,  284-290. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  635. 

Moran.    Over  100  Ways  to  Work  Ones  Way  through  College,  63-65,  paper 

hanging. 
Stoddard.     What  Shall  I  Do?  188-194,  paper  hanging  and  decorating. 

PAPER  MILL  WORKER 

Bishop  and  Keller.    Industry  and  Trade,  252-258,  paper. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  161  and  162,  paper  making;  and 

236  and  237,  paper. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

451-453,  accidents  and  injuries;   and  666-668,  rag,  shoddy,  and  paper 

industry. 
Smith.    Commerce  and  Industry,  chap,  x,  the  forest  industries  and  paper. 
Tappan.     Makers  of  Many  Things,  25-35,  how  rags  and  trees  become 

paper. 
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PATTERN  MAKER 

Allen.     The  Shoe  Industry,  chap.  iv. 

Gowin  and  Wheatley.    Occupations,  197;  208  and  209. 

Griffith.     Woodwork  for  Secondary  Schools,  chap.  ix. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  108-110;  271  and  272;  and  324- 
326,  pattern  making. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  186-193,  the  wood- 
working shops. 

Lutz.     The  Metal  Trades,  38  and  39. 

Perrigo.    Modern  Machine  Shop  Construction,  chap,  xx,  the  pattern  shop. 

Purfield.     Wood  Pattern  Making. 

Weaver  and  Byler.  Vocations  for  Boys,  130  and  131,  pattern  makers  in 
the  foundry. 

PAYMASTER. 

Devine.    Choosing  a  Boy's  Career,  13  and  14,  the  paymaster's  depart- 
ment. 
Gantt.     Work,  Wages,  and  Profits. 
Robison.     Vocational  Education,  207-239,  commercial  education. 

PIANO  AND  ORGAN  TUNER 

Gordon.     A  Handbook  of  Employments,  279-281. 

PLUMBER 

Dooley.     Vocational  Mathematics,  Part  VI,  plumbing  and  hydraulics. 

Giles.     Vocational  Civics,  109-120,  the  building  trades. 

Gordon.     A  Handbook  of  Employments,  298-302. 

Gowin  and  Wheatley.     Occupations,  164;  and  178-182. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  88-90,  plumbing;  264;  and  345- 

348,  plumbing. 
Kelly  and  Allen.     The  Shipbuilding  Industry,  175-177,  plumbing  and 

the  work  of  pipe-fitters. 
KIttredge.     Practical  Homemaking,  chap,  xix,  a  plumbing  lesson. 
The  Home,  chap,  vi,  facts  about  plumbing  that  should  be  generally 

known. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  515. 
Shaw,  Frank  L.     The  Building  Trades,  20  and  21. 
Starbuck.     Standard  Practical  Plumbing. 
Svensen.     A  Handbook  on  Piping. 
Vincent.     Vocational  Arithmetic,  93,  plumbing. 
Weaver  and  Byler.     Vocations  for  Boys,  chap,  xx,  the  building  trades. 

POWER  MACHINE  OPERATOR 

Bryner.     The  Garment  Trades,  117-123,  machine  operating. 

Tolman  and  Guthrie.  Hygiene  for  the  Worker,  142-152,  causes  of  acci- 
dents. 

Weaver.     Vocations  for  Girls,  chap,  xiv,  factory  work. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xiv,  factory  work,  and  the 
use  of  machinery. 
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PRESSMAN 

Giles.     Vocational  Civics,  107-109,  printing. 

Gowin  and  Wheatley.  Occupations,  288  and  289,  pressman  in  the  print- 
er's trade,  and  qualifications  for  success  in  the  trade. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  145-147,  printing  pressmen. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  360 
and  361,  skin  affections  of  typesetters;  and  258,  fatigue  and  health  of 
industrial  workers. 

Shaw,  Frank  L.     The  Printing  Trades,  chap,  iii,  the  pressroom. 

Stilwell.     The  School  Printshop,  chap,  viii,  the  press. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xvii,  the  printing  trades. 

PRINTER 

Allen.     Advertising  as  a  Vocation,  6-8,  invention  of  printing;    111, 
printing  advertising;  159  and  160,  advertising  ethics  in  printing. 

Calkins.   The  Business  of  Advertising,  90  and  91 ,  the  printer  of  advertising. 

Fairchild.     Training  for  the  Electric  Railway  Business,  104  and  105. 

Forman.   Stories  of  Useful  Inventions,  227-245,  the  invention  of  the  book. 

Giles.     Vocational  Civics,  107-109,  printing. 

Gordon.     A  Handbook  of  Employments,  312-318. 

Gowin  and  Wheatley.  Occupations,  74,  printing  and  publishing;  and 
286-289,  the  printing  trades. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  142-149,  printing  and  book- 
binding; 502-505,  a  student  newspaper. 

Kilduff.     The  Private  Secretary,  chap.  x. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  360 
and  361,  skin  affections  of  printers;  and  609-617,  the  printing  and  pub- 
lishing industry. 

Lehmann.  The  Stationery  Department,  chaps,  ix  and  x,  engraving  and 
printing. 

McClellan.    Practical  Typography. 

Pressey.    A  Vocational  Reader,  127-140,  Benjamin  Franklin,  printer. 

Shaw,  Frank  L.     The  Printing  Trades. 

Starch.     Advertising,  chap,  xvii,  type  and  legibility. 

Tappan.     Makers  of  Many  Things,  36-45,  how  books  are  made. 

Tolman  and  Guthrie.     Hygiene  for  the  Worker. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xvii,  the  printing  trades. 

Wood  and  Smith.  Prevocational  and  Industrial  Arts,  226-240,  paper  and 
printing. 

PROOF  READER 

Filene.     Careers  for  Women,  327-330. 
Giles.     Vocational  Civics,  107-109,  printing. 
Gowin  and  Wheatley.     Occupations,  286,  proof  reading. 
Kilduff.     The  Private  Secretary,  chap.  x. 
Shaw,  Frank  L.     The  Printing  Trades. 

Stilwell.  The  School  Printshop,  chap,  v,  proof  reading;  and  chap,  xi, 
English. 
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PUBLISHER 

Allen.  Advertising  as  a  Vocation,  chap,  vi,  periodical  advertising;  144 
and  145,  147  and  148,  150  and  151,  155-157,  160  and  161,  advertising 
ethics  for  the  publisher. 

Filene.  Careers  for  Women,  82-85,  opportunities  for  women  in  a  book- 
publishing  house. 

Gordon.     A  Handbook  of  Employments,  151  and  152. 

Gowin  and  Wheatley.  Occupations,  74,  printing  and  publishing;  and 
286-289,  the  printing  trades. 

Payne,  George  Henry.     History  of  Journalism  in  the  United  States. 

Reed.     Newsboy  Service. 

Information  on  the  distribution  of  newspapers  and  other  periodicals. 

Saalfield.    Careers  for  the  Coming  Men,  219-225,  publishing. 

Seitz.     Training  for  the  Newspaper  Trade. 

RUBBER  FACTORY  WORKER 

Bishop  and  Keller.    Industry  and  Trade,  268-272,  rubber. 

Dooley.  A  Manual  of  Shoe  Making,  chap,  xi,  rubber  shoe  manu- 
facture. 

Gordon.  A  Handbook  of  Employments,  95-98,  India  rubber  goods  manu- 
facture. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  159  and  160,  rubber  goods;  and 
229  and  230,  rubber. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
117;  and  505-511,  lead  poisoning  in  the  manufacture  of  rubber  goods. 

Morris  and  Paull.  Opportunities  for  Handicapped  Men  in  the  Rubber 
Industry. 

Smith.     Commerce  and  Industry,  chap,  xii,  leather  and  rubber. 

Tappan.     Makers  of  Many  Things,  6-15,  about  India  rubber. 

Vincent.     Vocational  Arithmetic,  74,  rubber  industry. 

SEAMSTRESS 

Bryner.     Dressmaking  and  Millinery. 

Forman.  Stories  of  Useful  Inventions,  125-136,  the  invention  of  the 
needle. 

Laselle  and  Wiley.     Vocations  for  Girls,  chap.  viii. 

McKeever.     Training  the  Girl,  234  and  235,  sewing  and  dressmaking. 

Patton.     Home  and  School  Sewing. 

Pickard  and  Henegren.  Industrial  Work  for  Girls,  chap,  iii,  sewing  in 
the  rural  schools. 

Rhoe.     The  Dress  You  Wear  and  How  to  Make  It. 

Schmit.     Garments  for  Girls. 

Women's  Educational  and  Industrial  Union.  Dressmaking  as  a  Trade 
for  Women. 

Women's  Employment  Publishing  Co.  Careers,  220  and  221,  needle- 
work. 
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SHEET  METAL  WORKER 

Dooley.    Vocational  Mathematics,  Part  III,  sheet  metal  work. 

Gowin  and  Wheatley.     Occupations,  164. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  124  and  125;  275;  and  340-345, 

sheet  metal  work. 
Kelly  and  Allen.     The  Shipbuilding  Industry,  172  and  173,  the  sheet 

metal  shop. 
Rose.     Copper  Work. 

This  book  treats  of  sheet  metal  work  in  art. 
Sanford.    The  Art  Crafts  for  Beginners,  chap,  iv,  art  sheet  metal  work. 
Shaw,  Frank  L.     The  Building  Trades,  22  and  23. 

SHIP  BUIXDER 

Forman.  Stories  of  Useful  Inventions,  190-210,  the  invention  of  the 
boat. 

Gordon.     A  Handbook  of  Employments,  338  and  339. 

Johnson  and  Huebner.  Principles  of  Ocean  Transportation,  Part  I,  the 
ocean  transportation  system;  and  chap,  xxix,  conditions  of  the  Ameri- 
can shipbuilding  industry. 

Kelly  and  Allen.     The  Shipbuilding  Industry. 

National  Electric  Light  Association.  Proceedings  of  the  Second  War 
Convention,  385-395,  shipbuilding  at  Hog  Island,  Pa. 

Newell  aDd  Drayer.  Engineering  as  a  Career,  89-99,  marine  engineer- 
ing. 

Newstead.     AudeVs  Shipfitters,  Guide. 

Smith.  Commerce  and  Industry,  chap,  xiii,  the  machinery,  shipbuilding, 
and  metal  industries;  chap,  xliii,  the  ocean  and  its  carriers. 

Sterling.     Naval  Service,  chap,  xxix,  naval  construction. 

Williams,  Archibald.  The  Romance  of  Modern  Invention,  143-165, 
submarine  boats;  and  272-283,  sea  expresses. 

SHIPYARD  WORKER 

Gordon.     A  Handbook  of  Employments,  338-344. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  119-121,  ship  building. 

Kelly  and  Allen.     The  Shipbuilding  Industry. 

Newstead.    AudeVs  Shipfitters'  Guide. 

Underwriter  Printing  and  Publishing  Co.    Live  Articles  on  Accident 

Prevention,  No.  6,  pp.  79-81,  medical  supervision  in  ship  building;  and 

No.  7,  88-92,  liability  element  in  ship  building. 

SHOE  FACTORY  WORKER 

Allen.     The  Shoe  Industry. 
Bassett.     The  Story  of  Leather. 

Bishop  and  Keller.     Industry  and  Trade,  261-266,  boots  and  shoes. 
Dooley.     A  Manual  of  Shoe  Making. 

Forbes.  Men  Who  Are  Making  America,  60-67,  sketch  of  William  L. 
Douglas,  shoe  manufacturer. 
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SHOE  FACTORY  WORKER  (continued) 

Gordon.    A  Handbook  of  Employments,  152-156,  boot  and  shoe  making. 

Hoerle  and   Saltzberg.      The   Girl  and   the   Job,   228,    girls    in   shoe 

factories. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  156-158,  shoes. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

657-659,  the  boot  and  shoe  industry. 
Tappan.    Makers  of  Many  Things,  73-81,  the  making  of  shoes. 
Weaver.    Vocations  for  Girls,  65  and  66,  women  in  shoe  factories. 
Women's  Educational  and  Industrial  Union.     The  Boot  and  Shoe 

Industry  as  a  Vocation  for  Women. 

SHOEMAKER 

Allen.     The  Shoe  Industry. 

Bassett.     The  Story  of  Leather. 

Bishop  and  Keller.    Industry  and  Trade,  261-266,  boots  and  shoes. 

Ketling.     Helpful  Talks  with  Girls,  116-118,  Southern  women  in  hand 

shoemaking. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

443-446,  abnormal  positions  of  the  body  and  corrective  measures. 

SHOE  REPAIRER 

Allen.    The  Shoe  Industry,  chap,  xv,  the  shoe  repairing  industry. 

Bassett.     The  Story  of  heather. 

Dooley.  A  Manual  of  Shoe  Making,  chap,  viii,  old-fashioned  shoemak- 
ing and  repairing. 

West.     How  to  Repair  Shoes. 

Wood  and  Smith.  Prevocational  and  Industrial  Arts,  241-251,  shoe  re- 
tailing. 

SHOP  INSTRUCTOR 

Dooley.     Vocational  Mathematics. 

SILVERSMITH 

Bishop  and  Keller.     Industry  and  Trade,  178-181,  silver. 

Gordon.     A  Handbook  of  Employments,  250-252. 

Kennard.     The  Jewelry  Department,  chap.  iv. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  582. 

Rose  and  Cirino.    Jewelry  Making  and  Design,  43  and  44,  silver. 

Smith.    Commerce  and  Industry,  274-281,  gold  and  silver. 

STATIONARY  ENGINEER 

Adams.     Machinery  Book,  chap,  xx,  the  stationary  gas  engine. 
Coe.    Heroes  of  Everyday  Life,  125-142,  the  engineer  at  sea. 
Crane.     American  Stationary  Engineering. 

Dooley.     Vocational  Mathematics,  Part  VII,  steam  engineering. 
Forman.    Stories  of  Useful  Inventions,  54-72,  the  steam-engine. 
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Gowin  and  Wheatley.    Occupations,  197;   and  212-215. 
Hirshfeld  and  Ulbricht.     Steam  Power. 
Hiscox.     Modern  Steam  Engineering. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  126-128. 

Perry,  Frances  M.  Four  American  Inventors,  the  story  of  Robert  Fulton. 
Shaw,  Frank  L.    The  Building  Trades,  24,  hoisting  engineers. 
Sterling.    Naval  Service,  chap,  xxxii,  engineering  in  the  Navy. 
Underwriter  Printing  and  Publishing  Co.    Live  Articles  on  Accident 
Prevention,  No.  6,  p.  139,  hazard  of  hot  water  heating  boilers. 

STEAM  FITTER 

Crane.     American  Stationary  Engineering,  54-81,  piping. 

Gowin  and  Wheatley.     Occupations,  164. 

Hirshfeld  and  Ulbricht.    Steam  Power,  390,  steam  piping. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  90,  steam  fitting;  264  and  265; 

and  345-348,  steam  fitting. 
Starbuck.     Standard  Practical  Plumbing,  chap,  xxviii,  connections  for 

hot  water  boilers. 

STEEL  WORKER 

Bishop  and  Keller.    Industry  and  Trade,  chap,  xix,  metallic  products. 

Forbes.  Men  Who  Are  Making  America,  36-43,  105-114,  131-152,  and 
836-343,  examples  of  leaders  in  steel  manufacture. 

Forman.    Stories  of  Useful  Inventions,  38-53,  the  invention  of  the  forge. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  121-124,  steel  and  rolling  mills. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  125-128,  the  workers  of 
the  steel  mill. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
49-52,  carbon  monoxide  poisoning  in  the  steel  industry;  308-311, 
dangers  to  the  eye  in  the  iron  and  steel  industries;  435  and  436,  ex- 
posure to  excessive  heat  and  preventive  measures;  and  586-594,  dan- 
gers in  blast  furnaces  and  steel  mills. 

Lutz.  The  Metal  Trades,  Part  III,  steel  works,  rolling  mills,  and  related 
industries. 

Mears.     The  Iron  Boys  in  the  Steel  Mills. 

Newell  and  Drayer.  Engineering  as  a  Career,  81-88,  iron  and  steel 
making. 

Parton.    Captains  of  Industry,  43-48,  the  invention  of  Henry  Bessemer. 

Richards,  William  Allyn.    Forging  of  Iron  and  Steel. 

Sloane.    Electrician's  Handy  Book,  chap,  xlix,  electric  furnaces. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xviii,  the  metal  trades. 

STRUCTURAL  IRON  WORKER 

Gowin  and  Wheatley.    Occupations,  164  and  178. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  95-97. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  598. 

Shaw,  Frank  L.    The  Building  Trades,  23  and  24. 
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TAILOR 

Giles.     Vocational  Civics,  209;  and  214  and  215,  tailoring. 

Gordon.     A  Handbook  of  Employments,  359-362. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene  443- 

446,  abnormal  positions  of  the  body  and  corrective  measures;  and  660- 

662,  tailors  and  garment  workers. 
Underwriter  Printing  and  Publishing  Co.    Live  Articles  on  Accident 

Prevention,  No.  7,  56-69,  cloth  sponging  health  hazards. 
Women's  Employment  Publishing  Co.    Careers,  189  and  190,  women  in 

tailoring. 

TANNER 

Bassett.     The  Story  of  Leather. 

Dooley.     A  Manual  of  Shoe  Making,  Parts  II  and  III. 

Gordon.     A  Handbook  of  Employments,  363. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  300, 
chrome  poisoning  in  tanning  leather;  and  571-575,  the  hide  and  tan- 
ning industries. 

Lehmann.  The  Leather  Goods  Department,  chaps,  v-ix,  the  curing  of 
leather. 

Smith.     Commerce  and  Industry,  chap,  xii,  leather  and  rubber. 

TEXTILE  MILL  WORKER 

Bassett.     The  Story  of  Silk. 

Bishop  and  Keller.    Industry  and  Trade,  92-102,  cotton  spinning;   104, 

the  cotton  cities;  and  chap,  xx,  textiles. 
Chittick.     Silk  Manufacturing  and  Its  Problems. 
Curtis.     The  Story  of  Cotton. 
Dooley.     Textiles. 

Vocational  Mathematics,  Part  X,  textile  calculations. 

Forman.    Stories  of  Useful  Inventions,  109-124,  the  invention  of  the  loom. 
Gantt.     Industrial  Leadership,  chap,  iv,  results  of  task  work  in  textile 
mills. 

Work,  Wages,  and  Profits,  chap,  viii,  studies  among  cotton  mill 

workers. 

Gibbs.     Household  Textiles. 

Gordon.    A  Handbook  of  Employments,  107-113,  linen,  cotton,  and  woolen 

manufacture. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  137-139,  and  232-236,  textiles. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene,  365 

and  366,  skin  affections  of  flax  and  linen  workers;  451-453,  accidents 

and  injuries;   and  647-656,  the  textile  and  allied  industries. 
McKeever.     Training  the  Girl,  230-232,  mechanical  pursuits  for  women. 
Perry,  Frances  M.    Four  American  Inventors,  the  story  of  Eli  Whitney. 
Smith.     Commerce  and  Industry,  chap,  xi,  fibers,  textiles,  and  clothing. 
Tappan.    Makers  of  Many  Things,  82-91,  in  the  cotton  mill;  and  92-101, 

silk  worms  and  their  work. 
Thompson,  Eliza  B.    The  Cotton  and  Linen  Departments. 
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Thompson,  Eliza  B.    The  Silk  Department. 

Underwrites  Printing  and  Publishing  Co.    Live  Articles  on  Accident 

Prevention,  No.  6,  58-66,  cotton  manufacturing. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xvi,  textiles. 
Willits.    Steadying  Employment,  5-21,  the  textile  industry. 

TINSMITH 

Apprenticeship  and  Skilled  Employment  Association.     Trades  for 

London  Boys,  68,  tinsmithing. 
Gordon.    A  Handbook  of  Employments,  371-375. 
Moran.    Over  100  Ways  to  Work  One's  Way  through  College,  25  and  26, 

repairing  tinware. 

TOOL  MAKER 

Barnard.     Tools  and  Machines. 

Bishop  and  Keller.    Industry  and  Trade,  226-229,  tools  and  hardware. 

Drew.    Farm  Blacksmithing,  52-57,  tempering  tools. 

Gordon.     A  Handbook  of  Employments,  375-379. 

Jones,  Guy  M.,  Co.   Trade  Foundations,  Section  Three;  and  338-340,  tool 

and  instrument  making. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

599-602,  the  cutlery  and  tool  industry. 
Markham.     Tool  Making. 
Richards.     Forging  of  Iron  and  Steel. 
Rogers.     Rogers'  Machinists'  Guide. 
Turner.    Machine  Shop  Work. 
Usher.     The  Modern  Machinist. 
Van  Dervoort.     Machine  Shop  Tools  and  Shop  Practice  Book. 

TYPESETTER 

Giles.     Vocational  Civics,  107-109,  printing. 

Gordon.    A  Handbook  of  Employments,  312-318,  printers  and  compositors. 

Go  win  and  Wheatley.  Occupations,  286;  and  288  and  289,  advantages 
and  disadvantages  of  the  printer's  trade  and  qualifications  for  it. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
258,  fatigue  and  health  of  industrial  workers;  and  611,  typesetting. 

McClellan.     Practical  Typography. 

Shaw,  Frank  L.     The  Printing  Trades,  chap,  ii,  the  composing-room. 

Stilwell.     The  School  Printshop. 

Tappan.     Makers  of  Many  Things,  36-45,  how  books  are  made. 

Tolman  and  Guthrie.     Hygiene  for  the  Worker. 

Williams,  Archibald.  The  Romance  of  Modern  Invention,  306-316,  type- 
setting by  machinery. 

UPHOLSTERER 

Apprenticeship  and  Skilled  Employment  Association.     Trades  for 

London  Boys,  99,  coach  upholstery;  and  105  and  106. 
Johnson.     Furniture  Upholstery. 
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UPHOLSTERER  (continued) 

Jones,  Guy  M.,  Co.     Trade  Foundations,  460  and  461,  upholstering. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 
577-579,  upholstery,  mattress  making,  and  feather  work. 

WATCHMAKER 

Gordon.     A  Handbook  of  Employments,  184-186. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

443-446,  abnormal  positions  of  the  body  and  corrective  measures;   and 

583,  manufacture  of  watches  and  clocks. 
Laselle  and  Wiley.     Vocations  for  Girls,  chap.  v. 

This  chapter  describes  factory  employment  and  the  opportunities  for 
girls  in  watch  making. 
Moran.    Over  100  Ways  to  Work  One's  Way  through  College,  72,  repairing 

and  cleaning  watches. 
Parton.    Captains  of  Industry,  26-42,  watch  and  clock  making. 
Tappan.    Makers  of  Many  Things,  64-72,  how  the  wheels  of  a  watch  go 

around. 

WOOD  WORKER 

Bennett.     The  Manual  Arts. 

Brace  and  Mayne.    Farm  Shop  Work,  1-196,  woodworking. 

Crawshaw.     Problems  in  Furniture  Making. 

Filene.     Careers  for  Women,  81,  the  wood  carver. 

Griffith.     Carpentry. 

Correlated  Courses  in  Woodwork  and  Mechanical  Drawing. 

Essentials  of  Woodworking. 

Woodwork  for  Secondary  Schools. 

King,  Charles  A.     Constructive  Carpentry 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
364  and  365,  skin  affections  of  woodworkers;  and  674-678. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  168-207,  the  common  kinds  of 
wood  and  their  properties. 

Noyes.     Handwork  in  Wood. 

Wood  and  Forest. 

Pickard.    Industrial  Work  for  Boys,  chap,  iv,  woodwork  at  school;   and 

v,  home  projects  in  woodwork. 
Sanford.     The  Art  Crafts  for  Beginners,  chap,  ii,  fine  woodworking. 
Underwriter  Printing  and  Publishing  Co.    Live  Articles  on  Accident 

Prevention,  No.  6,  pp.  104  and  105,  sliver  accidents. 
Vincent.     Vocational  Arithmetic,   14,  wagon  making;    and  80,  school 

woodworking. 
Wood  and  Smith.    Prevocational  and  Industrial  Arts. 
Worst.    Industrial  Work  for  the  Middle  Grades,  chap,  i,  coping  saw  work 

in  light  wood. 


SECTION  IV 

TRANSPORTATION 

BAGGAGEMAN 

Hungerford.    The  Modern  Railroad,  93,  the  task  of  the  baggage  handler; 

and  251  and  252,  assisting  mail  clerk  and  express  messenger. 
Saalfield.    Careers  for  the  Coming  Men,  73-82,  railroading. 
Tappan.    Travelers  and  Traveling,  chap,  ii,  how  the  railroads  carry  people. 

BOATMAN 

Forman.    Stories  of  Useful  Inventions,  190-210,  the  invention  of  the  boat. 
Tappan.     Travelers  and  Traveling,  chap,  ix,  transportation  by  rivers  and 
canals. 

BRAKEMAN 

Fleming.    Railroad  and  Street  Transportation,  Part  I,  railroad  transpor- 
tation. 

Giles.     Vocational  Civics,  59-80. 

The  treatment  of  this  topic  in  the  reference  is  fragmentary,  but  much 
of  the  general  information  is  of  interest. 

Gowin  and  Wheatley.    Occupations,  109-112,  transportation  subdepart- 
ment;  and  120-122,  how  to  enter  steam  railroading. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 
711-714,  railway  service. 

Parton.    Captains  of  Industry,  19-25,  driving  an  engine. 

Tappan.     Travelers  and  Traveling,  chaps,  i  and  ii,  how  trains  are  run  and 
their  service. 

CHAUFFEUR 

Adams.    Machinery  Book,  chap,  xviii,  automobile  mechanism. 

Brokaw  and  Starr.     Putnam's  Automobile  Handbook. 

Fleming.    Railroad  and  Street  Transportation,  Part  H,  motor  and  wagon 

transportation. 
Forbes.    Men  Who  Are  Making  America,  115-124,  and  406-413,  sketches 

of  Henry  Ford  and  John  N.  Willys,  leading  automobile  manufacturers. 
Gordon.    A  Handbook  of  Employments,  263. 
Gowin  and  Wheatley.     Occupations,  197;  and  215-220. 
Harris.    AudeVs  Automobile  Guide. 
Kober   and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

716,  automobilists. 
O'Leary.    Department  Store  Occupations,  66-70,  department  store  driver 

or  chauffeur. 
Page.     Automobile  Repairing  Made  Easy. 

Automobile  Starting,  Lighting,  and  Ignition  Systems. 

How  to  Run  an  Automobile. 

Rollins.     What  Can  a  Young  Man  Do?  chap.  lii. 
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CHAUFFEUR  (continued) 

Russell,  and  Rathbun.  Motor  Truck  and  Automobile  Motors  and  Mechan- 
ism. 

Tappan.     Travelers  and  Traveling,  chap,  viii,  service  of  the  motor  car. 

Underwriter  Printing  and  Publishing  Co.  Live  Articles  on  Accident 
Prevention,  No.  7,  26-33,  automobile  safety. 

CONDUCTOR 

Fairchild.  Training  for  the  Electric  Railway  Business,  48-55;  and  111— 
137,  qualifications  and  training. 

Fleming.  Railroad  and  Street  Transportation,  Part  I,  railroad  transporta- 
tion;  and  HI,  street  railway  transportation. 

Fowler.     Starting  in  Life,  253-260,  the  street  railroad. 

Giles.     Vocational  Civics,  59-80. 

Much  of  the  information  contained  in  the  reference  is  of  value  in 
studying  this  occupation. 

Gordon.     A  Handbook  of  Employments,  274-276,  tramway  service. 

Go  win  and  Wheatley.  Occupations,  123  and  124,  electrical  railroading; 
and  164,  and  182-184,  the  practical  electrician. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
714-716,  street  railway  employees  and  subway  employees. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xiii,  railroading. 

Tappan.  Travelers  and  Traveling,  chaps,  i  and  ii,  how  trains  are  run  and 
how  railroads  carry  mail  and  people;  chaps,  vi  and  vii,  trolley  cars, 
elevated  roads,  and  subways. 

Vincent.     Vocational  Arithmetic,  107,  street  cars. 

EXPRESS  AGENT 

Gerstenberg.    Principles  of  Business,  chap,  xxii,  traffic. 
Tappan.     Travelers  and  Traveling,  chap,  iv,  how  freight  and  express  are 
managed. 

EXPRESSMAN 

Gowin  and  Wheatley.     Occupations,  115,  express  service. 

Tappan.     Travelers  and  Traveling,  chap,  iv,  how  freight  and  express  are 

managed. 
Vincent.     Vocational  Arithmetic,  21,  express  business. 

EXPRESS  MESSENGER 

Hungerford.  The  Modern  Railroad,  251  and  252,  working  with  mail 
clerk  and  baggageman;  and  369-374,  the  express  service. 

Tappan.  Travelers  and  Traveling,  chap,  iv,  how  freight  and  express  are 
managed. 

FIREMAN 

Fleming.    Railroad,  and  Street  Transportation,  Part  I,  railroad  transporta- 
tion. 
Giles.     Vocational  Civics,  59-80. 

There  are  brief  references  to  this  worker  in  the  section,  but  much  of 
the  general  information  given  is  of  value. 
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Gowin  and  Wheatley.  Occupations,  108,  work  and  advancement  of 
firemen;  112,  unionization;  and  120-122,  how  to  enter  steam  rail- 
roading. 

Hiscox.     Modern  Steam  Engineering. 

Hungerford.  The  Modern  Railroad,  246  and  247,  the  boy  in  the  engine 
crew;  and  391  and  392,  responsibility  of  the  fireman  for  the  appear- 
ance of  his  engine. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
435  and  436,  exposure  to  excessive  heat  and  preventive  measures. 

FREIGHT  AGENT 

Fowler.     Starting  in  Life,  150-161,  the  steam  railroad. 

Gerstenberg.     Principles  of  Business,  chap,  xxii,  traffic. 

Gowin  and  Wheatley.    Occupations,  114  and  115,  freight  subdepartment 

in  railroading;  and  120-122,  how  to  enter  steam  railroading. 
Saalfield.     Careers  for  the  Coming  Men,  73-82,  railroading. 
Tappan.     Travelers  and  Traveling,  chap,  iv,  how  freight  and  express  are 

managed. 

FREIGHT  HANDLER 

Tappan.  Travelers  and  Traveling,  chap,  iv,  how  freight  and  express  are 
managed. 

GARAGE  KEEPER 

Gordon.    A  Handbook  of  Employments,  262,  garage  and  depot  workers. 
Jones,  Guy  M.,  Co.    Trade  Foundations,  125  and  126;  and  439  and  440, 

a  serviceable  one-car  garage. 
Vincent.     Vocational  Arithmetic,  18,  garage  business. 

LOCOMOTIVE  ENGINEER 

Burns.  Great  Inventions,  34-42,  the  steam  engine;  and  155-163,  the 
steam  locomotive. 

Crane.     American  Stationery  Engineering. 

Contains  important  information  upon  engines  and  their  care. 

Dooley.     Vocational  Mathematics,  Part  VII,  steam  engineering. 

Fleming.  Railroad  and  Street  Transportation,  Part  I,  railroad  trans- 
portation. 

Forman.    Stories  of  Useful  Inventions,  54-72,  the  steam  engine. 

Fowler.    Starting  in  Life,  150-161,  the  steam  railroad. 

Giles.     Vocational  Civics,  59-80. 

Much  of  the  material  contained  in  the  section  is  of  value  in  studying 
this  calling. 

Gowin  and  Wheatley.  Occupations.  99-109,  steam  railroading;  and 
120-122,  how  to  enter  steam  railroading. 

Hirshfeld  and  Ulbricht.     Steam  Power. 

Hiscox.     Modern  Steam  Engineering. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
711-714,  railway  service. 
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LOCOMOTIVE  ENGINEER  (continued) 
Parton.    Captains  of  Industry,  19-25,  driving  an  engine. 
Perry,  Frances  M.  Four  American  Inventors,  The  story  of  Robert  Fulton. 
Rollins.    What  Can  a  Young  Man  Do?    chap,  xiii,  railroading. 
Tappan.     Travelers  and  Traveling,  chap,  i,  how  railroads  are  built  and 
trains  run;  vi  and  vii,  trolley  cars,  elevated  roads,  and  subways. 

MOTORMAN 

Fairchild.     Training  for  the  Electric  Raihcay  Business,  48-55;   and  111— 

137,  qualifications  and  training. 
Fleming.     Railroad  and  Street  Transportation,  Part  III,  street  railway 

transportation. 
Fowler.    Starting  in  Life,  253-260,  the  street  railroad. 
Gordon.    A  Handbook  of  Employments,  274-276,  tramway  service. 
Gowin  and  Wheatley.    Occupations,  123  and  124,  electrical  railroading; 

and  164,  and  182-184,  the  practical  electrician. 
Kober  and   Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

714-716,  street  railway  employees  and  subway  employees. 
Sloane.     Electrician's  Handy  Book,  chap,  xxxiv,  electric  railroads. 
Tappan.     Travelers  and  Traveling,  chaps,  vi  and  vii,  how  trolley  cars  are 

run  and  how  elevated  roads  and  subways  are  built. 
Vincent.     Vocational  Arithmetic,  107,  street  cars. 

PORTER 

Apprenticeship  and  Skilled  Employment  Association.     Trades  for 

London  Boys,  139,  porters  on  the  railway. 
Gordon.     A  Handbook  of  Employments,  324  and  325. 

RAILWAY  MAIL  CLERK 

Gowin  and  Wheatley.     Occupations,  115,  mail  service. 

Hungerford.    The  Modern  Railroad,  251  and  252,  mail  clerks;  and  374- 

387,  the  railway  mail  service. 
Leupp.    How  to  Prepare  for  a  Civil  Service  Examination,  170-175,  railway 

mail  service. 
Tappan.     Travelers  and  Traveling,  chap,  ii,  how  the  railroads  carry  mail. 

SAILOR 

Boy  Scouts  of  America.     Seamanship. 

Collins,  Nelson.     Opportunities  in  Merchant  Ships. 

Gordon.    A  Handbook  of  Employments,  126-128,  seafaring  occupations. 

Kober  and   Hanson.     Diseases  of  Occupation  and   Vocational  Hygiene, 

435  and  436,  exposure  to  excessive  heat  and  preventive  measures. 
Rollins.     What  Can  a  Young  Man  Do?  chap.  xlvi. 
Saalfield.     Careers  for  the  Coming  Men,  33-43,  the  Navy. 
Sterling.     Naval  Service. 

Tappan.     Travelers  and  Traveling,  chap,  x,  ocean  travel. 
Williams,  George  H.     Careers  for  our  Sons,  chap,  iv,  the  mercantile 

marine  in  Great  Britain. 
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SHIPPER 

Allen.    Business  Employments,  132,  the  delivery  system. 
McClelland.    Office  Training  and  Standards,  chap,  x,  the  duties  of  the 
shipping  department. 

SWITCHMAN 

Gowin  and  Wheatley.    Occupations,  109-112,  transportation  subdepart- 

ment;   and  12-122,  how  to  enter  steam  railroading. 
Hungerford.     The  Modern  Railroad,  84-90,  automatic  switch  systems; 

and  111-118,  handling  freight  traffic. 

TEAMSTER 

Fleming.    Railroad  and  Street  Transportation,  57-61. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  436, 
exposure  to  excessive  cold  and  preventive  measures;   and  717. 

TICKET  AGENT 

Fowler.    Starting  in. Life,  150-161,  the  steam  railroad. 

Gowin  and  Wheatley.     Occupations,   113  and   114,  duties  of  station 

agent;   and  120-122,  how  to  enter  steam  railroading. 
Saalfield.    Careers  for  the  Coming  Men,  73-82,  railroading. 


SECTION  V 

TRADE 

ADVERTISER 

Allen.     Advertising  as  a  Vocation. 

Business  Employments,  53-57,  the  publicity  department  in  manu- 
facture; chap,  ix,  the  advertising  department  in  retail  trade;  and  194 
and  195,  the  department  of  advertising  in  banking. 

Calkins.     The  Business  of  Advertising. 

Copeland.    Business  Statistics,  chap,  iii,  sales  and  advertising  statistics. 

Filsinger.     Exporting  to  Latin  America,  chap.  xvii. 

This  chapter  presents  valuable  material  upon  the  possibilities  of 
advertising  in  foreign  countries. 

Fowler.     Starting  in  Life,  303-320. 

Gallagher  and  Moulton.  Practical  Business  English,  87-105,  advertis- 
ing. 

Galloway.  Office  Management,  chap,  xxvii,  the  advertising  department 
and  its  work. 

Gerstenberg.    Principles  of  Business,  chap,  xviii,  advertising. 

Giles.     Vocational  Civics,  139-142,  advertising. 

Hall.     Writing  an  Advertisement. 

Hough.    Practical  Exporting,  chap,  vii,  advertising  to  get  export  trade. 

Hoyt.     Scientific  Sales  Management. 

Hurley.     Awakening  of  Business. 

Maxwell.     Salesmanship. 

Opdycke.     Advertising  and  Selling  Practice. 

Saalfield.     Careers  for  the  Coming  Men,  179-188,  advertising. 

Shaw,  Arch  Wilkinson.  An  Approach  to  Business  Problems,  chap,  xiii, 
advertising. 

Shaw,  A.  W.,  Co.  How  to  Handle  and  Develop  Your  Own  Business,  chap, 
v,  successful  publicity. 

Starch.     Advertising. 

Tipper.     Principles  of  Advertising. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxvi,  advertising. 

ADVERTISING  MAN 

Allen.     Advertising  as  a  Vocation. 

Business  Employments,  53-57,  the  publicity  department  in  manu- 
facture; chap,  ix,  the  advertising  department  in  retail  trade;  and  194 
and  195,  the  department  of  advertising  in  banking. 

Boy  Scouts  of  America.    Business,  17  and  18. 

Calkins.     The  Business  of  Advertising. 

Copeland.    Business  Statistics,  chap,  iii,  sales  and  advertising  statistics. 

Filene.    Careers  for  Women,  7-23,  advertising. 
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Filsinger.     Exporting  to  Latin  America,  chap.  xvii. 

This  chapter  presents  methods  generally  in  use  in  foreign  advertising. 

Fowler.     Starting  in  Life,  303-320. 

Gallagher  and  Moulton.     Practical  Business  English,  87-105,   ad- 
vertising. 

Galloway.    Office  Management,  chap,  xxvii,  the  advertising  department 
and  its  work. 

Gerstenberg.     Principles  of  Business,  chap,  xviii,  advertising. 

Giles.     Vocational  Civics,  139-142,  advertising. 

Hall.     Writing  an  Advertisement. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  53-56,  the  advertising 
agent. 

Hough.    Practical  Exporting,  chap,  vii,  advertising  to  get  export  trade. 

Hurley.     Awakening  of  Business. 

Nichols  and  Rogers.     Commercial  Law. 

Norton.     A  Textbook  on  Retail  Selling,  chap,  xiv,  advertising. 

Nystrom.     The  Economics  of  Retailing,  295  and  296. 

Opdycke.     Advertising  and  Selling  Practice. 

Rollins.    What  Can  a  Young  Man  Do?  chap,  xx,  the  advertising  agent. 

Saalfield.    Careers  for  the  Coming  Men,  73-82,  railroading;  and  179-188, 
advertising. 

Seitz.     Training  for  the  Newspaper  Trade,  111-126,  advertising. 

Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems,  chap,  xii, 
advertising. 

Shaw,  A.  W.,  Co.    How  to  Handle  and  Develop  Your  Own  Business,  chap, 
v,  successful  publicity. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  38-40,  advertising. 

Starch.     Advertising. 

Stevens.    Boys  and  Girls  in  Commercial  Work,  74,  nature  of  the  advertis- 
ing department. 

Tipper.     Principles  of  Advertising. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxvi,  advertising. 

Webster.     English  for  Business,  chap.  xii. 

Williams,  George  H.     Careers  for  Our  Sons,  chap,  xix,  advertising  in 
Great  Britain. 

Women's  Employment  Publishing  Co.    Careers,  177  and  178,  women  in 
advertising  in  Great  Britain;  and  194,  training. 

BANKER 

Adams.    Description  of  Industry,  chaps,  x  and  xi,  the  money  and  credit 

systems  of  exchanges. 
Agger.     Organized  Banking. 

Allen.     Business  Employments,  Part  III,  banking. 
Basset.     Accounting. 

A  valuable  reference  book  upon  the  keeping  of  accounts. 
Boy  Scouts  of  America.     Business,  13  and  14. 
Conyngton  and  Smart.     Business  Law. 
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BANKER  (continued) 

Ettinger  and  Golieb.     Credits  and  Collections. 

Filsinger.    Exporting  to  Latin  America,  chap,  xiii,  financial  conditions  in 

Latin  America. 
Forbes.    Men  Who  Are  Making  America,  11-18,  44-52,  125-130,  153- 
162,  197-203,  214-223,  250-259,  278-295,  328-335,  360-374,  and  389- 
405,  examples  of  successful  American  bankers. 
Fowler.     Starting  in  Life,  173-189. 
Gerstenberg.     Materials  of  Corporation  Finance. 

Principles  of  Business,  chaps,  xxvi-xxviii,  banking  and  exchange. 

Giles.     Vocational  Civics,  80-86,  banking. 
Gordon.     A  Handbook  of  Employments,  391-393. 
Gowin  and  Wheatley.     Occupations,  77  and  78,  banking. 
Hatward.     Money. 

Hough.    Practical  Exporting,  chap,  xv,  credits,  acceptances,  and  collec- 
tions on  foreign  accounts. 
Hurley.     Awakening  of  Business,  chap,  xi,  banking  and  investment 

abroad. 
Jordan.     Principles  of  Investment. 

King,  J.  E.    Business  Arithmetic,  167-174,  banks  and  banking  discount. 
Rollins.    What  Can  a  Young  Man  Do?  chap,  x,  the  banker;  and  xi,  the 

bond  business. 
Saalfield.    Careers  for  the  Coming  Men,  227-236,  banking. 
Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  40-42. 
Stevens.    Boys  and  Girls  in  Commercial  Work,  chap,  vii,  opportunities  for 

boys  in  banking. 
Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxvii,  banking,  broker- 
age, and  insurance. 
Webster.    English  for  Business,  chap,  xviii,  kinds  of  banks  and  banking 

offices. 
Wilbur.    Everyday  Business  for  Women,  chaps,  i-vi  and  xvi. 

The  service  of  banks,  a  simple  explanation  of  banking  methods  and 
stocks  and  bonds. 
Williams,  George  H.    Careers  for  Our  Sons,  chap,  xiii,  banking  in  Great 

Britain. 
Wilson.     Vocational  Guidance,  chap.  viii. 

Woman's  Occupational  Bureau.     Women  in  Banking  in  the  City  of 
Minneapolis. 

BROKER 

Allen.     Business  Employments,  Part  III. 
Ettinger  and  Golieb.     Credits  and  Collections. 
Gerstenberg.     Materials  of  Corporation  Finance. 
Gordon.    A  Handbook  of  Employments,  429-431,  stock  brokers. 
Hayward.     Money,  chaL.  x,  stocks  and  bonds. 

Jordan.    Principles  of  Investment,  chaps,  xvii-xix,  bond  houses,  exchanges, 
and  their  activities. 
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Rollins.     What  Can  a  Young  Man  Do?  chap,  xii,  the  stock  broker. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxvii,  banking,  brokerage, 

and  insurance. 
Wilson.     Vocational  Guidance,  94  and  95. 

BUYER 

Allen.    Business  Employments,  chap,  vi,  merchandising. 

Filene.     Careers  for  Women,  87-89. 

Gowin  and  Wheatley.    Occupations,  86,  buying  division. 

Hayward.     Money,  chap.  xv. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  30-32. 

Ketling.  Helpful  Talks  with  Girls,  chap,  xv,  women  as  buyers  for  in- 
dividual customers. 

Maxwell.     Salesmanship,  chap,  v,  buying. 

Rindsfoos.     Purchasing. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  58  and  59. 

Stevens.  Boys  and  Girls  in  Commercial  Work,  74  and  75,  learning  by 
acting  as  assistant. 

Weaver.  Vocations  for  Girls,  110,  from  saleswoman  to  buyer;  and  112 
and  113,  from  stock  girl  to  buyer. 

CAPITALIST 

Agger.     Organized  Banking. 

Basset.     When  the  Workmen  Help  You  Manage. 

Chittick.  Silk  Manufacturing  and  Its  Problems,  chap,  xxxvi,  capital  re- 
quired in  silk  manufacturing. 

Ettinger  and  Golieb.     Credits  and  Collections. 

Forbes.    Men  Who  Are  Making  America. 

Gerstenberg.     Materials  of  Corporation  Finance. 

Principles  of  Business. 

Most  of  the  information  contained  in  this  book  should  be  familiar  to 
the  capitalist. 

Jordan.     Principles  of  Investment. 

Lough.  Business  Finance,  Part  II,  chaps,  v-ix,  nature  and  uses  of  capi- 
tal; and  Part  IV,  chaps,  xvi  and  xvii,  investments. 

Redfield.     The  New  Industrial  Day. 

Saalfield.    Careers  for  the  Coming  Men,  227-236,  banking. 

CLERK 

Eaton  and  Stevens.    Commercial  Work. 

Training  and  opportunities  for  girls  in  commercial  work. 
Saalfield.    Careers  for  the  Coming  Men,  227-236,  banking. 

COLLECTOR 

Dwyer.    The  Business  Letter,  44-49,  the  task  of  the  collection  department, 

and  form  letters. 
Ettinger  and  Golieb.     Credits  and  Collections. 
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COLLECTOR  (continued) 

Fowler.  Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 
examination. 

Gallagher  and  Moulton.  Practical  Business  English,  139-155,  collec- 
tion letters. 

Galloway.    Office  Management,  chap,  xxii,  making  collections. 

Gardner.    Effective  Business  Letters,  chaps,  xi-xiii,  collection  letters. 

Gerstenberg.     Principles  of  Business,  566-568,  collections. 

Hayward.    Money,  chap,  xx,  collecting. 

Leffingwell.  The  Automatic  Letterwriter  and  Dictation  System,  chaps, 
viii  and  ix,  collection  by  letter. 

McClelland.  Office  Training  and  Standards,  153  and  154,  credit  and 
collection  records. 

Maxwell.    Salesmanship,  chap,  vi,  collecting  accounts. 

Shaw,  A.  W.,  Co.  How  to  Handle  and  Develop  Your  Own  Business,  chap, 
iii,  the  handling  of  accounts. 

Stevens.  Boys  and  Girls  in  Commercial  Work,  72  and  73,  the  work  of  the 
collector. 

Weaver  and  Byler.  Vocations  for  Boys,  177  and  178,  the  work  of  mak- 
ing collections. 

COMMISSION  MERCHANT 

Chittick.    Silk  Manufacturing  and  Its  Problems,  chap,  xxi,  the  relations 

between  mills  and  their  commission  houses. 
Hough.    Practical  Exporting,  chap,  viii,  export  commission  houses. 
King,  J.  E.    Business  Arithmetic,  126-132,  doing  business  by  commission 

COMPTROLLER 

Allen.  Business  Employments,  198-201,  the  annual  report  of  the  comp- 
troller of  the  corporation. 

Conyngton  and  Smart.     Business  Law. 

Copeland.     Business  Statistics. 

Emerson.    Efficiency,  chap,  vii,  the  modern  theory  of  cost  accounting. 

Gantt.     Work,  Wages,  and  Profits. 

Gowin  and  Wheatley.  Occupations,  116  and  117,  auditing  division  in 
railroading. 

Kester.     Accounting  Theory  and  Practice. 

Lough.     Business  Finance. 

McClelland.  Office  Training  and  Standards,  chap,  xii,  supervision  over 
the  money  matters  of  a  concern. 

Robison.     Vocational  Education,  207-239,  commercial  education. 

COPY  WRITER 

Allen.    Advertising  as  a  Vocation,  41  and  42;  43-45,  constructing  a  retail 
advertisement;  97  and  98;  and  chap,  ix,  qualities,  training,  conditions, 
and  rewards  in  advertising. 
Calkins.     The  Business  of  Advertising. 

The  work  of  the  advertising  writer  is  presented  in  various  connections 
throughout  the  book. 
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Filene.     Careers  for  Women,  90  and  91. 

Fowler.     Starting  in  Life,  303-320. 

Gallagher  and  Moulton.    Practical  Business  English. 

Galloway.  Office  Management,  chap,  xxvii,  the  advertising  department 
and  its  work. 

Hall.     Writing  an  Advertisement. 

Maxwell.    //  /  Were  Twenty-one,  chap,  viii,  the  amateur  ad.  writer. 

Norton.    A  Textbook  on  Retail  Selling,  chap,  xiv,  advertising. 

Opdycke.  Advertising  and  Selling  Practice,  85-134,  the  preparation  of 
copy  in  advertising. 

Rollins.    What  Can  a  Young  Man  Do?  chap,  xx,  the  advertising  agent. 

Saalfield.    Careers  for  the  Coming  Men,  179-188,  advertising. 

Sheldon.    The  Art  of  Selling,  177  and  178,  salesmanship  and  advertising. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  38-40,  advertising. 

Starch.    Advertising. 

Tipper.    Principles  of  Advertising. 

Webster.     English  for  Business. 

Williams,  George  H.  Careers  for  Our  Sons,  chap,  xix,  advertising  in 
Great  Britain. 

CORPORATION  SECRETARY 

Fowler.    Starting  in  Life,  150-161,  the  steam  railroad. 

CREDIT  MAN 

Allen.    Business  Employments,  46,  47,  and  50,  the  credit  department  and 

credit  manager. 
Ettinger  and  Golieb.     Credits  and  Collections. 
Galloway.     Office  Management,  chap,  xxii,  handling  credits. 
Gardner.    Effective  Business  Letters,  chap,  x,  credit  letters. 
Gerstenberg.     Principles  of  Business,  chap,  xxiv,  credit. 
Gowin  and  Wheatley.     Occupations,  89,  credit  division. 
McClelland.     Office  Training  and  Standards,  153  and  154,  credit  and 

collection  records. 
Maxwell.     Salesmanship,  chap,  vii,  credit  making. 
Shaw,  A.  W.,  Co.   How  to  Handle  and  Develop  Your  Own  Business,  chap. 

iii,  the  handling  of  accounts. 
Stevens.    Boys  and  Girls  in  Commercial  Work,  72  and  73,  nature  of  the 

credit  department  in  business. 

DEL1VERYMAN 

McKeever.     Training  the  Boy,  41-43,  delivering  goods. 
Moran.    Over  100  Ways  to  Work  One's  Way  through  College,  24,  delivering 
milk. 

DEMONSTRATOR 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  34-37. 
Hoover.     Salesmanship,  chap,  vii,  demonstration  in  selling. 
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DniECTOR 

Allen.    Business  Employments,  14-17,  the  officers  of  a  corporation;   and 

190,  the  board  of  directors  in  banking. 
Fowler.     Startijig  in  Life,  150-161,  the  steam  railroad. 

ELEVATOR  MAN 

Hiscox.     Modern  Steam  Engineering,  chap,  xxi,  the  elevator  and  its 

working. 
Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  72  and  73. 
McKeever.     Training  the  Boy,  44  and  45,  the  hotel  boy. 

EMPLOYMENT  MANAGER 

Adams.  Description  of  Industry. 
Allen.  Business  Employments. 
Bloomfield,  Daniel.     Labor  Maintenance. 

Selected  Articles  on  Employment  Management. 

Bloomfield,  Meyer.     Labor  and  Compensation. 

Readings  in  Vocational  Guidance. 

Bloomfield  and  Willits.  Personnel  and  Employment  Problems  in  In- 
dustrial Management. 

Cabot.     Social  Work. 

Chittick.  Silk  Manufacturing  and  Its  Problems,  chaps,  xviii-xx,  mills 
and  their  operatives  and  welfare  work. 

Cleveland  Foundation  Survey. 

The  volumes  of  this  series  present  information  that  is  indispensable 
to  the  employment  manager  in  industry. 
Cody.     Commercial  Tests. 
Cooke.     Modern  Manufacturing. 

Copeland.    Business  Statistics,  458-474,  hiring  and  firing. 
Dean.     The  Worker  and  the  State. 
Emerson.     Efficiency. 
Filene.    Careers  for  Women,  373-375;  381-385,  the  woman  consultant  in 

labor  management. 
Galloway.     Office  Management,  Part  VI,  training  and  development  of 

office  workers. 
Gantt.     Industrial  Leadership. 
Gerstenberg.    Principles  of  Business,  chaps  x-xvi,  management,  wages, 

and  control  of  labor. 
Gilbreth,  Frank  B.     Primer  of  Scientific  Management. 
Gilbreth,  L.  M.     The  Psychology  of  Management. 
Gowin.     The  Executive  and  his  Control  of  Men. 
Gowin  and  Wheatley.     Occupations. 

Hoyt.    Scientific  Sales  Management,  chap,  xvi,  hiring  salesmen. 
Kelly.     Hiring  the  Worker. 

Training  Industrial  Workers. 

Kelly  and  Allen.     The  Shipbuilding  Industry. 

Kennard.  The  Educational  Director,  chap,  xii,  employment,  placement, 
and  promotion. 
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Ketling.    Helpful  Talks  with,  Girls. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene. 

Lapp  and  Mote.     Learning  to  Earn. 

Laselle  and  Wiley.     Vocations  for  Girls. 

Leake.     The  Vocational  Education  of  Girls  and  Women. 

Lee.     The  Human  Machine  and  Industrial  Efficiency. 

Link.     Employment  Psychology. 

McClelland.  Office  Training  and  Standards,  chaps,  xiv-xvi,  employment 
personality,  and  standards  of  efficiency. 

Maxwell.     If  I  were  Twenty-one. 

Nystrom.  The  Economics  of  Retailing,  chap,  viii,  securing  good  sales- 
people. 

O'Leary.     Department  Store  Occupations. 

Perrigo.     Modern  Machine  Shop  Construction. 

Redfield.     The  New  Industrial  Day,  chap.  vii. 

Robison.     Vocational  Education. 

Schneider.     Education  for  Industrial  Workers. 

Shaw,  Arch  Wilkinson.  An  Approach  to  Business  Problems,  chap,  vi, 
labor. 

Shaw,  A.  W.,  Co.    Handling  Men. 

How  to  Manage  an  Office,  chap,  vi,  employment  methods. 

Personality  in  Business. 

Smith.  The  Elements  of  Industrial  Management,  chaps,  xv-xxi,  the  prob- 
lems of  labor. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  42-45. 

Thompson,  C.  Bertrand.     Scientific  Management. 

Tolman  and  Guthrie.    Hygiene  for  the  Worker. 

Towne.     Social  Problems. 

Underwriter  Printing  and  Publishing  Company.  Live  Articles  on 
Accident  Prevention. 

United  States  Army.    The  Personnel  System. 

Valuable  information  upon  the  selection  and  handling  of  men. 

Watson.     The  Knack  of  Managing. 

Weaver.     Vocations  for  Girls. 

Weaver  and  Byler.     Vocations  for  Boys. 

Willits.     Stabilizing  Industrial  Employment. 

Steadying  Employment. 

Woods  and  Kennedy.     Young  Working  Girls. 

EXECUTIVE 

Adams.     Description  of  Industry. 

Allen.    Business  Employments,  chap,  i,  business  organization  of  manu- 
facture. 
Basset.     When  the  Workmen  Help  You  Manage. 
Bloomfield,  Meyer.    Labor  and  Compensation. 

Management  and  Men. 


50  A  GUIDE  TO  THE  STUDY  OF  OCCUPATIONS 

EXECUTIVE  (continued) 

Bloomfield  and  Willits.  Personnel  and  Employment  Problems  in  In- 
dustrial Management. 

Conyngton  and  Smart.     Business  Law. 

Cooke.     Modern  Manufacturing. 

Copeland.     Business  Statistics. 

Emerson.     Efficiency. 

Forbes.     Men  Who  Are  MaJcing  America. 

Galloway.  Office  Management,  Part  VI,  training  and  development  of 
office  workers. 

Gantt.     Industrial  Leadership. 

Gilbreth,  L.  M.     The  Psychology  of  Management. 

Gowin.     The  Executive  and  his  Control  of  Men. 

Helps.     The  Transaction  of  Business. 

Hurley.     Awakening  of  Business. 

Kelly.     Hiring  the  Worker. 

Training  Industrial  Workers,  chap,  xi,  training  minor  executives. 

Kelly  and  Allen.  The  Shipbuilding  Industry,  200-208,  executive  posi- 
tions in  shipbuilding. 

Perrigo.     Modern  Machine  Shop  Construction. 

PiEDfield.     The  New  Industrial  Day,  chap,  viii,  the  scientific  spirit  in 

management. 
Secrist.     An  Introduction  to  Statistical  Methods. 
Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems. 
Shaw,  A.  W.,  Co.    How  to  Handle  and  Develop  Your  Own  Business. 

Personality  in  Bitsiness. 

Thompson,  C.  Bertrand.     Scientific  Management. 
United  States  Army.     The  Personnel  System. 
Willits.     Stabilizing  Industrial  Employment. 

EXPORTER 

Chittick.  Silk  Manufacturing  and  Its  Problems,  chap,  xxix,  finding 
foreign  markets  for  silks. 

Filsinger.     Exporting  to  Latin  America. 

Gerstenberg.     Principles  of  Business,  chap,  xxiii,  foreign  trade. 

Hough.     Practical  Exporting. 

Hurley.    Awakening  of  Business,  chaps,  vii-xii,  foreign  business  organi- 
zation, foreign  trade  opportunities,  and  cooperation  in  export  trade. 
Highly  informative  chapters  on  world  trade  conditions. 

Johnson  and  Huebner.    Principles  of  Ocean  Transportation. 

Redfield.     The  New  Industrial  Day,  chap,  iii,  our  business  abroad. 

Smith.     Commerce  and  Industry,  Part  II. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  45-47,  foreign  trade. 

FINANCIER 

Agger.     Organized  Banking. 

Allen.     Business  Employments,  Part  III,  banking. 

Cooke.     Modern  Manufacturing,  264-286. 
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Ettinger  and  Golieb.     Credits  and  Collections. 

Forbes.     Men  Who  Are  Making  America. 

Gerstenberg.     Materials  of  Corporation  Finance. 

Principles  of  Business,  chaps,  vii-ix,  financing;    xxv,  forecasting 

business  conditions;   xxx,  financial  statements. 
Hough.    Practical  Exporting,  chap,  xiv,  financing  foreign  business. 
Jordan.     Principles  of  Investment. 
Leavitt  and  Brown.     Elementary  Social  Science,  62-67,  financing  the 

railroads. 
Lough.     Business  Finance. 
McClelland.     Office  Training  and  Standards,  chap,  xii,  the  supervision 

of  finances. 
Saalfield.    Careers  for  the  Coming  Men,  227-236,  banking. 

FLOOR  MANAGER 

Allen.     Business  Employments,  135. 
O'Leary.     Department  Store  Occupations,  63-65. 

IMPORTER 

Filsinger.     Exporting  to  Latin  America. 

Gerstenberg.    Principles  of  Business,  chap,  xxiii,  foreign  trade. 

Hurley.  Awakening  of  Business,  chaps,  vii-xii,  foreign  business  organi- 
zation, foreign  trade  opportunities,  and  cooperation  in  export  trade. 

Johnson  and  Huebner.    Principles  of  Ocean  Transportation. 

Redfield.     The  New  Industrial  Day,  chap,  iii,  our  business  abroad. 

Smith.     Commerce  and  Industry,  Part  II. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  45-47,  foreign  trade. 

INSURANCE  AGENT 

Boy  Scouts  of  America.     Business,  14-17. 

Conyngton  and  Smart.     Business  Law. 

Filene.    Careers  for  Women,  270-272,  the  life-insurance  salesman. 

Forbes.    Men  Who  Are  Making  America,  232-239,  sketch  of  Darwin  P. 

Kingsley,  president  of  the  New  York  Life  Insurance  Company. 
Gordon.     A  Handbook  of  Employments,  414-417. 
Gowin  and  Wheatley.    Occupations,  76  and  77,  insurance. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  52  and  53. 
Horner.     Training  for  a  Life  Insurance  Agent. 
Hough.     Practical  Exporting,  chap,  xiii,  marine  insurance. 
King,  J.  E.     Business  Arithmetic,  196-198.  insurance. 
Lough.     Business  Finance,  chap,  xv,  financial  underwriting. 
McClelland.    Office  Training  and  Standards,  182  and  183,  188  and  189, 

192  and  193,  insurance. 
Nichols  and  Rogers.    Commercial  Law,  189-215,  fire  and  life  insurance; 

and  233-249,  contracts  of  agency. 
Rollins.    What  Can  a  Young  Alan  Do?  chap,  xiv,  fire  insurance;  and  xv, 

life  insurance. 
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INSURANCE  AGENT  (continued) 

Saalfield.    Careers  for  the  Coming  Men,  157-169,  life  insurance. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  47-50,  insurance. 

Underwriter  Printing  and  Publishing  Co.  Live  Articles  on  Accident 
Prevention,  No.  6,  106-111,  experiences  of  the  field  man;  118-126,  in- 
surance opportunities  for  cripples;  131-138,  public  liability  forms  of 
insurance;  No.  7,  24  and  25,  service  in  the  claims  branch;  and  78-81, 
the  adjuster. 

Vincent.     Vocational  Arithmetic,  104,  insurance. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxvii,  banking,  brokerage 
and  insurance. 

Wilson.     Vocational  Guidance,  chap.  xii. 

Women's  Employment  Publishing  Co.  Careers,  164  and  165,  oppor- 
tunities for  women  in  insurance;   and  171,  training  and  earnings. 

INVESTOR 

Basset.    Accounting. 

A  useful  reference  book  on  accounting  systems,  enabling  the  investor 

to  rightly  estimate  the  business  conditions  of  those  with  whom  he 

may  deal. 
Ettinger  and  Golieb.     Credits  and  Collections. 
Gerstenberg.     Materials  of  Corporation  Finance. 
Principles  of  Business. 

Most  of  the  information  contained  in  this  book  should  be  familiar  to 

the  investor. 
Jordan.     Principles  of  Investment. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  51  and  52,  investments. 

MANAGER 

Adams.     Description  of  Industry. 

Allen.     Business  Employments. 

Basset.     When  the  Workmen  Help  You  Manage. 

Bloomfield,  Meyer.     Management  and  Men. 

Bloomfield  and  Willits.  Personnel  and  Employment  Problems  in  In- 
dustrial Management. 

Cahill.     Office  Practice. 

Information  that  the  office  manager  should  possess. 

Coapman.    How  to  Systematize  Your  Factory. 
For  the  factory  manager. 

Conyngton  and  Smart.     Business  Law. 

Cooke.     Modern  Manufacturing. 

Copeland.     Business  Statistics. 

Cromwell.  Agriculture  and  Life,  chap,  vi,  farm  accounts  and  manage- 
ment. 
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Emerson.     Efficiency. 

Fairchild.  Training  for  the  Electric  Railway  Business,  27-48,  the  execu- 
tive;  111-137,  qualifications  and  training;   and  154  and  155. 

Forbes.     Men  Who  Are  Making  America. 

Fowler.     Starting  in  Life,  150-161,  and  303-320. 

Galloway.  Office  Management,  chap,  xxviii,  accounting  department  and 
office  manager. 

Gantt.     Industrial  Leadership. 

Work,  Wages,  and  Profits. 

Gerstenberg.     Principles  of  Business,  chaps,  x-xii,  management. 

Gilbreth,  Frank  B.     Primer  of  Scientific  Management. 

Gilbreth,  L.  M.     The  Psychology  of  Management. 

Go  win.     The  Executive  and  his  Control  of  Men. 

Gowin  and  Wheatley.     Occupations,  149  and  151,  manufacturing,  and 

managers. 
Hurley.     Awakening  of  Business. 

Leavitt  and  Brown.    Elementary  Social  Science,  chap,  v,  management. 
Leffingwell.     The  Automatic  Letterwriter  and  Dictation  System,  chaps. 

xi  and  xii,  office  management. 
Library  Bureau.     Filing  as  a  Prof ession  for  Women. 

This  book  presents  material  with  which  an  office  manager  should  be 
familiar. 
McClelland.    Office  Training  and  Standards,  chap,  xiii,  the  work  of  the 

manager. 

While  this  chapter  treats  of  the  work  done  by  the  manager,  he  should 
be  familiar  with  most  of  the  information  contained  in  the  book. 
Redfield.     The  New  Industrial  Day,  chap,  viii,  the  scientific  spirit  in 

management. 
Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems. 
Shaw,  A.  W.,  Co.    How  to  Handle  and  Develop  Your  Own  Business. 

How  to  Manage  an  Office. 

How  to  Manage  Men. 

For  the  factory  manager. 

Personality  in  Business. 

Smith.     The  Elements  of  Industrial  Management. 
Taylor.     Practical  Stage  Directing  for  Amateurs. 

The  work  of  the  stage  manager  in  the  theatre. 
Thompson,  C.  Bertrand.  Scientific  Management. 
Watson.     The  Knack  of  Managing. 

Weaver  and  Byler.  Vocations  for  Boys,  100  and  101,  managers  of  fac- 
tories;  and  chap,  xxviii,  leaders  in  business  and  industry. 

MERCHANDISE  MANAGER 

Allen.     Business  Employments,  chap,  vi,  merchandising. 
Nystrom.     The  Economics  of  Retailing,  299-302,  the  purchasing  depart- 
ment. 
Rindsfoos.     Purchasing. 
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MERCHANT 

Filsinger.     Exporting  to  Latin  America. 
Gowin  and  Wheatley.     Occupations,  66-73. 
Hayward.     Money,  chaps,  xviii-xx. 

A  simple  treatment  of  the  chief  activities  of  the  merchant. 
Hough.     Practical  Exporting. 

Johnson  and  Huebner.    Principles  of  Ocean  Transportation. 
Nystrom.     The  Economics  of  Retailing,  chap,  ii,  the  distributive  system; 

chap,  xv,  the  department  store;   and  chap,  xvi,  chain-store  systems. 
Parton.    Captains  of  Industry,  101-107,  the  story  of  Abbott  Lawrence. 
Pressey.     A  Vocational  Reader,  89-107,  the  making  of  a  merchant  and 

the  story  of  John  Hancock. 
Rollins.    What  Can  a  Young  Man  Do?  chap.  vi. 
Saalfield.    Careers  for  the  Coming  Men,  45-51,  commercial  life. 
Wilson.     Vocational  Guidance,  chap,  ix,  trade. 

MESSENGER 

Allen.     Advertising  as  a  Vocation,  56. 

Business  Employments,  87  and  88,  the  messenger  service;   and  196, 

the  employment  of  boys  in  banking. 
Fowler.     Starting  in  Life,  173-189,  in  the  bank. 
Gordon.     A  Handbook  of  Employments,  303,  telegraph  messengers;  and 

366  and  367,  clerical  department. 
McKeever.     Training  the  Boy,  43  and  44,  the  messenger  service. 
O'Leary.     Department  Store  Occupations,  66. 
Weaver  and  Byler.    Vocations  for  Boys,  154-156,  office  work  for  the  boy. 

MIDDLEMAN 

Chittick.     Silk  Manufacturing  and  Its  Problems,  284-286,  changes  in 

merchandising  methods. 
Nystrom.     The  Economics  of  Retailing,  chap,  ii,  the  distributive  system. 
Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems,  chap.  xi. 

NEWSBOY 

Gordon.    A  Handbook  of  Employments,  114  and  115,  newspaper  messen- 
gers and  store  sellers. 
McKeever.     Training  the  Boy,  36-38,  carrying  newspapers. 
Reed.     Newsboy  Service. 

PARTNER 

Gerstenberg.  Principles  of  Business,  chap,  vi,  forms  of  business  enter- 
prises. 

Hayward.     Money,  chap,  x,  stocks  and  bonds. 

King,  J.  E.     Business  Arithmetic,  215-224,  partnership. 

McClelland.  Office  Training  and  Standards,  chap,  xii,  supervision  over 
the  money  matters  of  a  concern. 

Nichols  and  Rogers.  Commercial  Law,  250-265,  contracts  of  partner- 
ship. 
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Shaw,  A.  W.,  Co.    Handling  Men,  chap,  xvi,  partners  and  profits. 
Smith.    The  Elements  of  Industrial  Management,  chaps,  iii  and  iv,  partner- 
ship and  corporation. 

PRESIDENT 

Allen.     Business  Employments,  14  and  15,  of  a  corporation;    and  190, 

executive  officers  in  banking. 
Fairchild.     Training  for  the  Electric  Railway  Business,  27  and  28. 
Fowler.     Starting  in  Life,  150-161,  the  steam  railroad;    253-260,  the 

street  railroad. 

PROMOTER 

Lough.  Business  Finance,  chaps,  x-xiii,  promotion  and  the  handling  of 
securities. 

PROPRIETOR 

Conyngton  and  Smart.     Business  Law. 

Lough.     Business  Finance. 

Nichols  and  Rogers.     Commercial  Law. 

PURCHASING  AGENT 

Allen.    Business  Employment,  50-52,  the  purchasing  department. 

Coapman.    How  to  Systematize  Your  Factory. 

Copeland.     Business  Statistics,  408-417. 

Fairchild.    Training  for  the  Electric  Railway  Business,  93-97;  and  151- 

153. 
Galloway.     Office  Management,  chap,  xx,  the  purchasing  department. 
Gerstenberg.    Principles  of  Business,  chap,  xvii,  purchasing. 
Gowin  and  Wheatley.    Occupations,  119,  purchasing  subdepartment  in 

railroading. 
McClelland.    Office  Training  and  Standards,  chap,  vii,  the  purchasing 

department. 
Rindsfoos.     Purchasing. 

REAL  ESTATE  AGENT 

Gowin  and  Wheatley.    Occupations,  74-76,  real  estate. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  48-50. 

Nichols  and  Rogers.  Commercial  Law,  100-123,  laws  relating  to  real 
estate;   and  233-249,  contracts  of  agency. 

Saalfield.    Careers  for  the  Coming  Men,  145-155,  real  estate. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  55-57,  real  estate. 

Vincent.    Vocational  Arithmetic,  105,  real  estate  dealing. 

RETAILER 

Allen.  Advertising  as  a  Vocation,  chap,  iv,  retail  advertising;  and  161- 
163,  advertising  ethics  for  retailers. 

Business  Employments,  Part  II,  modern  retail  trade. 

Calkins.    The  Business  of  Advertising,  chap,  vii,  retail  advertising. 
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RETAILER  (continued) 

Cody.    How  to  Do  Business  by  Letter. 

Dooley.     Textiles. 

Forbes.    Men  Who  Are  Making  America,  310-318,  344-351,  and  420-434, 
sketches  of  great  retail  merchants. 

Fowler.     Starting  in  Life,  204-212,  the  merchant;    276-284,  the  store- 
keeper;  387-399,  wholesale  and  retail  business  compared. 

Giles.     Vocational  Civics,  121-134,  commercial  occupations. 

Gordon.    A  Handbook  of  Employments,  230-233,  grocers. 

Hoyt.     Scientific  Sales  Management. 

Lapp  and  Mote.    Learning  to  Earn,  chap,  vi,  business  and  its  educational 
needs. 

While  the  chapter  is  of  a  general  nature,  the  information  contained  in 
it  is  of  especial  value  to  persons  engaged  in  retail  trade. 

Leavitt  and  Brown.    Elementary  Social  Science,  67-70,  the  modern  de- 
partment store. 

McKeever.     Training  the  Boy,  49  and  50,  keeping  a  refreshment  stand. 

Maxwell.     Salesmanship. 

Nystrom.     The  Economics  of  Retailing. 

O'Leary.     Department  Store  Occupations. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  57  and  58,  retail  selling. 

Stevens.    Boys  and  Girls  in  Commercial  Work,  chap,  iv,  the  retail  store. 

Vincent.     Vocational  Arithmetic,  25,  grocery  trade;    and  40  and  41, 
clothing  store  and  shoe  trade. 

SALES  MANAGER 

Adams.    Description  of  Industry,  chaps,  viii  and  ix,  market  and  the  laws 

of  prices. 
Allen.     Business  Employments,  58-67,  the  sales  department. 
Barrett.     How  to  Sell  More  Goods. 
Chittick.    Silk  Manufacturing  and  Its  Problems,  chap,  xxii,  the  relations 

between  mills  and  their  salesmen;  and  xxxi,  directing  the  production  of 

a  textile  mill. 
Cody.     How  to  Do  Business  by  Letter. 
Conyngton  and  Smart.     Business  Law. 
Cooke.     Modern  Manufacturing,  287-301,  building  a  sales  policy;    the 

Taylor  System  as  applied  to  distribution. 
Copeland.    Business  Statistics,  chap,  iii,  sales  and  advertising  statistics. 
Dwyer.     The  Business  Letter,  59-84,  sales  letters. 
Forbes.     Men  Who  Are  Making  America. 
Galloway.     Office  Management,  chaps,   xxiii-xxvi,   sales   management, 

training  and  rewards  of  salesmen,  and  sales  promotion. 
Gardner.    Effective  Business  Letters,  chaps,  xiv-xvii,  sales  letters. 
Gerstenberg.    Principles  of  Business,  chaps,  xix-xxi,  selling. 
Hayward.     Money,  chap,  xviii,  selling. 
Hoover.     Salesmanship. 
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Hoyt.     Scientific  Sales  Management. 

Leffingwell.  The  Automatic  Letterwriter  and  Dictation  System,  chaps, 
ii-v,  the  use  of  letters  in  making  sales. 

McClelland.  Office  Training  and  Standards,  chap,  viii,  the  sales  depart- 
ment. 

Maxwell.     Salesmanship. 

Training  of  a  Salesman. 

Norton.     A  Texthook  on  Retail  Selling. 
Opdycke.     Advertising  and  Selling  Practice. 

Shaw,  Arch  Wilkinson.  An  Approach  to  Business  Problems,  Part  II, 
the  problems  of  distribution. 

Shaw,  A.  W.,  Co.  How  to  Handle  and  Develop  Your  Oum  Business,  chap, 
vii,  effective  selling  methods. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  57  and  58,  retail  selling. 

Starch.     Advertising. 

System.     The  Knack  of  Selling. 

Tipper.     Principles  of  Advertising. 

Whitehead.     Principles  of  Salesmanship. 

SALESMAN 

Allen.     Business  Employments,  chap,  vii,  superintending  and  selling. 

Barrett.     How  to  Sell  More  Goods. 

Boy  Scouts  of  America.    Business,  18-20;  and  23  and  24,  retail  selling. 

Dooley.     Textiles. 

For  the  salesman  of  textile  goods. 

Dwyer.     The  Business  Letter,  59-84,  sales  letters. 

Ettinger  and  Golieb.  Credits  and  Collections,  chap,  x,  the  service  of  the 
salesman  in  securing  credit  information. 

Farrington.     The  Clerks'  Book. 

Fowler.     Starting  in  Life,  16-27,  and  61-74. 

Gallagher  and  Moulton.  Practical  Business  English,  105-113,  oral 
salesmanship;  155-183,  sales  letters. 

Galloway.  Office  Management,  chaps,  xxiii-xxvi,  sales  management, 
training  and  rewards  of  salesmen,  and  sales  promotion. 

Gardner.    Effective  Business  Letters,  chaps,  xiv-xvii,  sales  letters. 

Gerstenberg.    Principles  of  Business,  chaps,  xix-xxi,  selling. 

Giles.    Vocational  Civics,  121-134,  commercial  occupations. 

Go  win  and  Wheatley.  Occupations,  81-85,  modern  commerce  and  sell- 
ing; and  145,  the  commercial  department  in  manufacture. 

Hayward.     Money,  chap,  xviii,  selling. 

Hoover.     Salesmanship. 

Hoyt.     Scientific  Sales  Management. 

Hutchinson.     The  House  Furnishings  Department. 

Kennard.  The  Educational  Director,  chaps,  iii-x,  the  training  of  sales 
people  in  the  store;  and  xiv,  public  school  courses  for  store  training. 

The  Jewelry  Department. 
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SALESMAN  (continued) 

Leffingwell.     The  Automatic  Letterwriter  and  Dictation  System,  chaps. 

ii-v,  the  use  of  letters  in  making  sales. 
Lehmann.     The  Glassware  Department. 

The  Leather  Goods  Department. 

The  Stationery  Department. 

McClelland.    Office  Training  and  Standards,  chap,  viii,  the  sales  depart- 
ment. 
Maxwell.     Salesmanship. 

Training  of  a  Salesman. 

Norton.     A  Textbook  on  Retail  Selling. 

Nystrom.     The  Economics  of  Retailing,  chaps,  vi-x,  the  work  of  selling, 

and  the  securing,  education,  and  pay  of  salespeople. 
O'Leary.     Department  Store  Occupations,  60-63. 
Opdycke.     Advertising  and  Selling  Practice. 

Robison.     Vocational  Education,  207-239,  commercial  education. 
Shaw,  A.  W.,  Co.    How  to  Handle  and  Develop  Your  Own  Business,  chap. 

vii,  effective  selling  methods. 

Personality  in  Business. 

Sheldon.     The  Art  of  Selling. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  51  and  52,  the  bond  salesman;  and  57  and  58,  retail 
selling. 

System.     The  Knack  of  Selling. 

Thompson,  Eliza  B.     The  Cotton  and  Linen  Departments. 

The  Silk  Department. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxv,  salesmanship. 
Whitehead.     Principles  of  Salesmanship. 

SALESWOMAN 

Aiken.     The  Millinery  Department. 

Bassett.     The  Story  of  Silk. 

Butler.     Saleswomen  in  Mercantile  Stores. 

Dixon.     Vocational  Guidance  for  Girls,  178-180,  salesmanship. 

Dooley.     Textiles. 

Filene.  Careers  for  Women,  152-154,  the  bonds  saleswoman;  155-157, 
the  security  saleswoman. 

Fowler.     Starting  in  Life,  16-27,  and  61-74. 

Gallagher  and  Moulton.  Practical  Business  English,  105-113,  oral 
salesmanship;  155-183,  sales  letters. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  27-30. 

Hoover.     Salesmanship. 

Hutchinson.     The  House  Furnishings  Department. 

Ivey.     Elements  of  Retail  Salesmanship. 

This  volume  was  prepared  especially  with  the  saleswoman  in  view. 

Kennard.  The  Educational  Director,  chaps,  iii-x,  the  training  of  sales- 
people in  the  store;  and  xiv,  public  school  courses  for  store  selling. 

The  Jeioelry  Department. 
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Laselle  and  Wiley.     Vocations  for  Girls,  chap,  ii,  salesmanship. 
Leake.     The  Vocational  Education  of  Girls  and  Women,  chap,  xiii,  educa- 
tion for  salesmanship. 
Lehmann.     The  Glassware  Department. 

The  Leather  Goods  Department. 

The  Stationery  Department. 

McKeever.    Training  the  Girl,  232-234,  clerking  and  salesmanship. 
Maxwell.     Salesmanship. 

Training  of  a  Salesman,  201-219,  opportunities  for  girls  in  selling. 

Norton.     A  Textbook  on  Retail  Selling. 

Nystrom.     The  Economics  of  Retailing,  chaps,  vi-x,  the  work  of  selling, 

and  the  securing,  education,  and  pay  of  salespeople. 
O'Leary.    Department  Store  Occupations,  60-63,  and  74-81. 
Robison.     Vocational  Education,  207-239,  commercial  education. 
Shaw,  A.  W.,  Co.    Personality  in  Business. 
Souder.     The  Notion  Department. 
Thompson.     The  Cotton  and  Linen  Departments. 
Weaver.     Vocations  for  Girls,  107-110,  salesmanship. 
Whitehead.     Principles  of  Salesmanship. 

SECRETARY 

Allen.  Business  Employments,  17  and  18,  secretary  to  the  president  or 
corporation. 

Fairchild.  Training  for  the  Electric  Railway  Business,  81  and  82,  the 
duties  of  the  secretary;  and  146,  qualifications. 

Gowin  and  Wheatley.  Occupations,  118,  secretarial  division  of  rail- 
roading. 

Owen.     The  Secret  of  Typewriting  Speed,  chap.  xix. 

STOCK  HOLDER 

Allen.     Business  Employments,  190,  executive  officers  in  banking. 

Fowler.     Starting  in  Life,  150-161,  the  steam  railroad. 

Gerstenberg.  Principles  of  Business,  chap,  vi,  forms  of  business  enter- 
prises. 

Hayward.     Money,  chap,  x,  stocks  and  bonds. 

McClelland.  Office  Training  and  Standards,  chap,  xii,  supervision  over 
the  money  matters  of  a  concern. 

Nichols  and  Rogers.     Commercial  Law,  266-284,  corporations. 

Wilson.     Vocational  Guidance,  chap,  x,  corporations. 

STOCK  MAN 

Allen.    Business  Employment,  81  and  82,  the  supply  department;   and 

123,  the  stock  room. 
Gowin  and  Wheatley.    Occupations,  93,  beginning  as  a  stock  boy;   and 

148,  store  room  and  stores  clerk  in  manufacture. 
Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  27,  the  stock  girl. 
O'Leary.    Department  Store  Occupations,  58-63,  71  and  72,  78  and  79. 
Weaver.    Vocations  for  Girls,  112  and  113,  from  stock  girl  to  buyer. 
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SUPERINTENDENT 

Allen.    Business  Employments,  chap,  vii,  superintending  and  selling. 

Basset.     When  the  Workmen  Help  You  Manage. 

Bloomfield  and  Willits.  Personnel  and  Employment  Problems  in  In- 
dustrial Management. 

Coapman.    How  to  Systematize  Your  Factory. 
For  the  department  superintendent. 

Cooke.     Modern  Manufacturing . 

Copeland.     Business  Statistics,  chap,  iv,  factory  statistics. 

Emerson.     Efficiency. 

Fleming.  Railroad  and  Street  Transportation,  Part  III,  street  railway 
transportation. 

Fowler.  Starting  in  Life,  150-161,  the  steam  railroad;  253-260,  the 
street  railroad. 

Gantt.     Industrial  Leadership. 

Gilbreth,  Frank  B.    Primer  of  Scientific  Management. 

Gilbreth,  L.  M.     The  Psychology  of  Management. 

Go  win.     The  Executive  and  his  Control  of  Men. 

Gowin  and  Wheatley.  Occupations,  149  and  151,  manufacturing  and 
superintendents. 

Kelly.    Hiring  the  Worker. 

Lee.     The  Human  Machine  and  Industrial  Efficiency. 

O'Leary.     Department  Store  Occupations. 

Perrigo.     Modern  Machine  Shop  Construction. 

Redfield.  The  New  Industrial  Day,  chap,  viii,  the  scientific  spirit  in 
management. 

Robison.     Vocational  Education. 

Schneider.     Education  for  Industrial  Workers. 

Valuable  information  for  the  superintendent  in  industry. 

Shaw,  A.  W.,  Co.    Handling  Men. 

How  to  Manage  Men. 

Smith.     The  Elements  of  Industrial  Management. 

Thompson,  C.  Bertrand.     Scientific  Management. 

United  States  Army.     The  Personnel  System. 

Watson.     The  Knack  of  Managing. 

TELEGRAPHER 

Bucher.     Practical  Wireless  Telegraphy. 

Burns.  Great  Inventions,  126-139,  invention  of  the  telegraph;  208-221, 
wireless  telegraph. 

Cahill.    Office  Practice,  Part  V,  the  sending  of  telegrams  and  cablegrams. 

Coe.     Heroes  of  Everyday  Life,  26-39. 

Collins,  A.  F.     Easy  Lessons  in  Wireless. 

Dwyer.     The  Business  Letter,  97-100,  telegrams  and  cablegrams. 

Forman.  Stories  of  Useful  Inventions,  246-265,  the  invention  of  the  mes- 
sage. 

Gardner.  Effective  Business  Letters,  Appendix  I,  telegrams  and  cable- 
grams. 
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Gordon.  A  Handbook  of  Employments,  304-308;  and  367-370,  traffic 
department. 

Gowin  and  Wheatley.  Occupations,  109-112,  transportation  subde- 
partment. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  69-72. 

Jones,  Willis  H.     Telegraphy  for  Beginners. 

Ketling.     Helpful  Talks  with  Girls,  chap.  xxii. 

Kilduff.     The  Private  Secretary,  chap.  viii. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  286 
and  287,  telegraphers'  cramp;  and  709-711,  the  telephone  and  tele- 
graph service. 

McClelland.    Office  Training  and  Standards,  chap,  v,  using  the  telegraph. 

Perry,  Frances  M.  Four  American  Inventors,  ihe  story  of  Samuel  F.  B. 
Morse  and  of  Thomas  A.  Edison. 

Sloane.    Electrician's  Handy  Book,  chap,  xlv,  wireless  telegraphy. 

Stevens.  Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 
relative  numbers  of  the  sexes  in  commercial  employments,  training  for 
them,  and  the  nature  of  the  work  of  the  telegrapher. 

Weaver.     Vocations  for  Girls,  115,  the  girl  as  telephone  operator. 

Williams,  Archibald.  The  Romance  of  Modern  Invention,  7-38,  teleg- 
raphy. 

TELEPHONE  OPERATOR 

Burns.  Great  Inventions,  140-147,  invention  of  the  telephone;  221-225, 
wireless  telephone. 

Cahill.     Office  Practice,  Part  IV,  the  work  of  the  telephone  operator. 

Forbes.  Men  Who  Are  Making  America,  28-35,  and  375-382,  sketches  of 
Alexander  Graham  Bell  and  Theodore  M.  Vail;  invention  of  the  tele- 
phone and  extension  of  its  service. 

Form  an.  Stories  of  Useful  Inventions,  246-265,  the  invention  of  the 
message. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  66-69. 

Ketling.     Helpful  Talks  with  Girls,  chap.  xxii. 

Kilduff.     The  Private  Secretary,  chap.  viii. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
709-711,  the  telephone  and  telegraph  service. 

Laselle  and  Wiley.    Vocations  for  Girls,  chap.  iv. 

McClelland.    Office  Training  and  Standards,  chap,  v,  using  the  telephone. 

McKeever.  Training  the  Girl,  235  and  236,  work  in  the  telephone  ex- 
change. 

Sloane.    Electrician's  Handy  Book,  chap,  xxxviii,  telephony. 

Stevens.  Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 
relative  numbers  of  the  sexes  in  commercial  employments,  training  for 
them,  and  the  nature  of  the  work  of  the  telephone  operator. 

Weaver.     Vocations  for  Girls,  chap.  xxi. 

Williams,  Archibald.  The  Romance  of  Modern  Invention,  39-53,  the 
telephone. 
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TRAFFIC  MANAGER 

Fowler.     Starting  in  Life,  152,  traffic  managers. 
Galloway.     Office  Management,  chap,  xxi,  the  traffic  department. 
Go  win  and  Wheatley.    Occupations,  89,  traffic  division  of  an  office;  and 
113,  traffic  department  of  a  railroad. 

TRAVELING  SALESMAN 

Allen.    Business  Employments,  58-67,  the  sales  department. 

Barrett.     How  to  Sell  More  Goods. 

Chittick.    Silk  Manufacturing  and  Its  Problems,  chap,  xxii,  the  relations 

between  mills  and  their  salesmen. 
Filsinger.    Exporting  to  Latin  America,  chap,  vi,  the  traveling  salesman 

in  Latin  America. 
Fowler.     Starting  in  Life,  16-27,  and  61-74. 
Gallagher  and  Moulton.     Practical  Business  English,  105-113,  oral 

salesmanship;  155-183,  sales  letters. 
Gordon.     A  Handbook  of  Employments,  191  and  192. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  103-105. 
Hoover.     Salesmanship. 

Hough.    Practical  Exporting,  chap,  vi,  traveling  salesmen  abroad. 
Hoyt.     Scientific  Sales  Management. 
Maxwell.     Salesmanship. 

Training  of  a  Salesman. 

Nystrom.    The  Economics  of  Retailing,  chap,  ii,  the  distributive  system. 

Opdycke.     Advertising  and  Selling  Practice. 

Rollins.     What  Can  a   Young  Man  Do?  chap,  xxxiv,  the  mercantile 

traveler. 
Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems,  chap,  xii, 

direct  salesmen. 
Shaw,  A.  W.,  Co.    Personality  in  Business. 
Sheldon.     The  Art  of  Selling. 
System.     The  Knack  of  Selling. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxv,  salesmanship. 
Whitehead.     Principles  of  Salesmanship. 

TREASURER 

Allen.    Business  Employments,  14  and  15,  of  a  manufacturing  corporation. 

Conyngton  and  Smart.     Business  Law. 

Copeland.     Business  Statistics. 

Fairchild.     Training  for  the  Electric  Railway  Business,  82-85;   and  146 

and  147. 
Fowler.     Starting  in  Life,  150-161,  the  steam  railroad;  253-260,  the 

street  railroad. 
Gantt.     Work,  Wages,  and  Profits. 
Hoerle    and    Saltzberg.     The  Girl  and  the  Job,  96-98,  the  theater 

treasurer. 
Kester.     Accounting  Theory  and  Practice. 
Lough.     Business  Finance. 
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McClelland.     Office  Training  and  Standards,  chap,  xii,  the  treasurer's 

office. 
Robison.     Vocational  Education,  207-239,  commercial  education. 
Thompson,  C.  Bertrand.    How  to  Find  Factory  Costs. 

WHOLESALER 

Cody.     How  to  Do  Business  by  Letter. 

Dooley.     Textiles. 

Fowler.  Starting  in  Life,  204-212,  the  merchant;  276-284,  the  store- 
keeper;  387-399,  wholesale  and  retail  business  compared. 

Nystrom.  The  Economics  of  Retailing,  chap,  ii,  the  distributive  system; 
and  325  and  326,  wholesale  and  retail  failures. 

Stevens.    Boys  and  Girls  in  Commercial  Work,  chap,  v,  wholesale  business. 


SECTION  VI 

PUBLIC  SERVICE 

CONSTABLE 

Devine.    Choosing  a  Boy's  Career,  8,  the  constabulary. 
Fradenburgh.    American  Communuity  Civics,  50,  police  department. 
Gordon.    Handbook  of  Employments,  267  and  268,  police  department. 
Weaver  and  Byler.     Vocations  for  Boys,  76  and  81,  demands,  duties, 
and  earnings. 

DETECTIVE 

Filene.     Careers  for  Women,  96-98. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  99-103. 

Weaver  and  Byler.     Vocations  for  Boys,  76  and  81,  requirements  and 

service. 
Witherspoon  and  Crocker.    Opportunities  for  Women  in  iiie  Municipal 

Civil  Service  of  the  City  of  New  York,  60  and  61. 

FIREMAN 

Boy  Scouts  of  America.     Firemanship. 

Coe.     Heroes  of  Everyday  Life,  104-124. 

Fradenburgh.    American  Community  Civics,  51-53,  the  fire  department. 

Gordon.    A  Handbook  of  Employments,  272-274,  fire  brigade. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

435  and  436,  exposure  to  excessive  heat  and  preventive  measures;   and 

707  and  708,  fire  department  employees. 
Weaver  and  Byler.    Vocations  for  Boys,  76,  80,  and  81,  requirements  and 

former  earnings. 

LETTER  CARRIER 

Forman.     Stories  of  Useful  Inventions,  246-265,  the  invention  of  the 

message. 
Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 

examination. 
Fradenburgh.     American  Community  Civics,  219-222. 
Gordon.     A  Handbook  of  Employments,  303  and  304,  postmen. 
Weaver  and  Byler.    Vocations  for  Boys,  89  and  90,  selection  and  former 

earnings. 

LIFE  SAVER 

Boy  Scouts  of  America.     Life  Saving. 
Coe.     Heroes  of  Everyday  Life,  74-103. 

Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 
examination. 
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Leupp.     How  to  Prepare  for  a  Civil  Service  Examination,  237,  life-saving 

service. 
Weaver  and  Byleb.     Vocations  for  Boys,  76,  81,  and  82,  service  and 

earnings. 

LIGHTHOUSE  KEEPER 

Leupp.    How  to  Prepare  for  a  Civil  Service  Examination,  238,  lighthouse 

service. 
Weaver  and  Byler.     Vocations  for  Boys,  76,  81,  and  82,  service  and 

earnings. 

MALL  CARRIER 

Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 

examination. 
Tappan.     Travelers  and  Traveling,  chap,  ii,  how  the  railroads  carry  mail. 
Weaver  and  Byler.    Vocations  for  Boys,  89  and  90,  mail  carriers  in  large 

cities. 

MALL  CLERK 

Fradenburgh.    American  Community  Civics,  219-222. 

MARINE 

Boy  Scouts  of  America.     Seamanship. 

Devine.     Choosing  a  Boy's  Career,  43-45,  service  in   the  Royal  Navy. 

Fowler.     Starting  in  Life,  226-234,  the  Navy;   336-351,  the  sailor. 

Fradenburgh.  American  Community  Civics,  266,  the  United  States  Navy. 

Gordon.    A  Handbook  of  Employments,  423-425,  Navy  commissions. 

Kobee  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
705-707. 

Powell  and  Curry.     The  World  and  Democracy. 

Rollins.  What  Can  a  Young  Man  Do?  chap,  xliii,  the  Navy;  and  xliv, 
the  marine  corps. 

Saalfield.      Careers  for  the   Coming  Men,   33-43,   the  Navy. 

Sterling.     Naval  Service. 

Weaver  and  Byler.     Vocations  for  Boys,  76-80,  service  in  the  Navy. 

Williams,  Archibald.  The  Romance  of  Modern  Invention,  83-142,  mod- 
ern artillery. 

Williams,  George  H.  Careers  for  Our  Sons,  chaps,  iii  and  iv,  the  Navy 
and  the  mercantile  marine  in  Great  Britain. 

POLICEMAN 

Devine.  Choosing  a  Boy's  Career,  chap,  iii,  public  service  in  the  British 
Empire. 

Filene.    Careers  for  Women,  503-508,  the  policewoman. 

Fradenburgh.  American  Community  Civics,  50  and  51,  police  depart- 
ment. 

Gordon.    A  Handbook  of  Employments,  267  and  268,  police  department. 
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POLICEMAN  {continued) 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
707  and  708,  police  department  employees. 

Weaver  and  Byler.  Vocations  for  Boys,  76,  80,  and  81,  requirements  and 
former  earnings. 

Williams,  George  H.  Careers  for  Our  Sons,  215-225,  India  and  Colonial 
police  service;   and  chap,  xxii,  police  forces  of  the  Empire. 

Wilson.    Vocational  Guidance,  157,  police  corruption. 

Witherspoon  and  Crocker.  Opportunities  for  Women  in  the  Municipal 
Civil  Service  of  the  City  of  New  York,  46,  police  and  correction  matrons. 

Women's  Employment  Publishing  Co.  Careers,  122  and  123,  police- 
women in  Great  Britain. 

Woods.     Policeman  and  Public. 

POSTAL  CLERK 

Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 

examination. 
Weaver  and  Byler.    Vocations  for  Boys,  89  and  90,  selection  and  former 

earnings. 
Williams,  George  H.    Careers  for  Our  Sons,  204  and  205,  in  the  British 

post  office. 

POSTMASTER 

Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 

examination. 
Fradenbtjrgh.     American  Community  Civics,  219-222. 
Ketltng.     Helpful  Talks  with  Girls,  156  and  157,  women  in  the  post 

office. 
Tappan.     Travelers  and  Traveling,  chap,  ii,  how  the  railroads  carry  mail. 

PROBATION  OFFICER 

Filene.     Careers  for  Women,  509-516. 

Giles.    Vocational  Civics,  183-188,  social  service. 

Weaver  and  Byler.    Vocations  for  Boys,  76  and  81,  duties  and  earnings. 

Witherspoon  and  Crocker.    Opportunities  for  Women  in  the  Municipal 

Civil  Service  of  the  City  of  New  York,  32  and  33. 
Women's  Employment  Publishing  Co.     Careers,  127,  probation  work 

among  juveniles. 

SHERIFF 

Weaver  and  Byler.     Vocations  for  Boys,  81,  duties  and  earnings. 

SOLDIER 

Devine.     Choosing  a  Boy's  Career,  chap,  iii,  public  service  in  the  British 

Empire. 
Fowler.     Starting  in  Life,  213-225,  the  Army. 
Fradenbtjrgh.    American  Community  Civics,  263-265,  the  United  States 

Army. 
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Gordon.    A  Handbook  of  Employments,  388-390,  Army  commissions. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  435 

and  436,  exposure  to  excessive  heat  and  preventive  measures;  and  704 

and  705. 
Powell  and  Curry.     The  World  and  Democracy. 
Rollins.     What  Can  a  Young  Man  Do?  chap,  xlii,  the  Army;  and  xlv, 

the  enlisted  man. 
Saalfield.    Careers  for  the  Coming  Men,  11-31,  the  Army. 
United  States  Army.     The  Personnel  System. 

The  nature  and  scope  of  personnel  work  for  enlisted  men. 
Weaver  and  Byler.    Vocations  for  Boys,  76,  78-80,  service  in  the  Army. 
Williams,  Archibald.     The   Romance   of   Modern    Invention,  83-142, 

modern  artillery. 
Williams,  George  H.    Careers  for  Our  Sons,  chap,  ii,  the  Army  in  Great 

Britain. 

TRUANT  OFFICER 

Giles.    Vocational  Civics,  183-188,  social  service. 


SECTION  VII 

PROFESSIONAL  SERVICE 

ACCOUNTANT 

Basset.     Accounting. 

A  valuable  reference  book. 

Boy  Scouts  of  America.     Business,  25-27. 

Coapman.     Hoiv  to  Systematize  Your  Factory. 

Copeland.     Business  Statistics. 

Emerson.    Efficiency,  chap,  vii,  the  modern  theory  of  cost  accounting. 

Ettinger  and  Golieb.     Credits  and  Collections. 
Accounting  in  credits  and  collections. 

Fairchild.     Training  for  the  Electric  Raihvay  Business,  85-88. 

Filene.    Careers  for  Women,  1-6,  the  public  accountant. 

Fowler.     Starting  in  Life,  95-103,  and  173-189. 

Galloway.     Office  Management,  chaps,  xxviii  and  xxix,  accounting  de- 
partment and  its  activities. 

Gerstenberg.    Principles  of  Business,  chaps,  xxix-xxxi,  accounting  and 
financial  statements. 

Gowin  and  Wheatley.     Occupations,  89,  accounting  division;    and  153 
and  154,  cost  accountant  in  manufacture. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  21  and  22. 

Hurley.    Awakening  of  Business,  chap,  ii,  importance  of  cost  systems  in 
factories. 

Kester.     Accounting  Theory  and  Practice. 

Lough.     Business  Finance. 

McClelland.    Office  Training  and  Standards,  chap,  xi,  what  the  account- 
ing department  does. 

Nichols  and  Rogers.    Commercial  Law. 

Perrigo.     Modern  Machine  Shop  Construction,  chaps,  xxxv  and  xxxvi, 
cost  and  cost  systems. 

Robison.    Vocational  Education,  207-239,  commercial  education. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xlviii,  the  public  account- 
ant. 

Shaw,  A.  W.,  Co.    How  to  Handle  and  Develop  Your  Own  Business,  chap, 
ii,  accounts  and  records. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  34-37,  commerce  and  accounting. 

Thompson,  C.  Bertrand.    Hoiv  to  Find  Factory  Costs. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxiii,  office  work. 

Williams,  George  H.     Careers  for  Our  Sons,  chap,  xiv,  chartered  ac- 
countants and  actuaries  in  Great  Britain. 

Women's  Employment  Publishing  Co.    Careers,  157-100,  accountancy 
for  women;   and  171,  training  and  earnings. 
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ACTOR 

Giles.     Vocational  Civics,  220-224,  actors. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  200-207,  the  actress. 

Hornblow.     Training  for  the  Stage. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

374,  contagious  skin  affections  in  the  theatrical  profession. 
McKeever.     Training  the  Boy,  47  and  48,  theatre  employments. 
Rollins.     What  Can  a  Young  Man  Do?  chap.  xli. 
Saalfield.     Careers  for  the  Coming  Men,  213-217,  the  stage. 
Taylor.    Practical  Stage  Directing  for  Amateurs. 
Williams,  George  H.    Careers  for  Our  Sons,  390-392,  the  stage  in  Great 

Britain. 
Women's  Employment  Publishing  Co.    Careers,  245-248,  the  stage  as 

a  profession  for  women. 

ARCHITECT 

Baker.     A  Treatise  on  Masonry  Construction. 

Boy  Scouts  of  America.     Architecture. 

FiLENE.     Careers    for     Women,  47-50. 

Fowler.     Starting  in  Life,  28-38. 

Gordon.    A  Handbook  of  Employments,  385-388. 

Gowin  and  Wheatley.     Occupations,   164;    189  and   190,  relation  of 
architect  and  contractor;  229;  and  236-238,  the  architectural  engineer. 

Griffith.    Correlated  Courses  in  Woodwork  and  Mechanical  Drawing. 

Hamlin.     The  Enjoyment  of  Architecture. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  177-180. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  80  and  81. 

Kelly  and  Allen.    The  Shipbuilding  Industry,  chap,  v,  naval  architecture 
and  marine  engineering. 

Lewis  and  Chandler.    Popular  Handbook  for  Cement  and  Concrete  Users, 
Section  II,  concrete  architecture. 

Miller.     Mechanical  Drafting. 

Of  value  for  architectural  draftsmen. 

Newell  and  Drayer.    Engineering  as  a  Career,  141-148,  architecture. 

Perrigo.     Modern  Machine  Shop  Construction. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xxvii. 

Saalfield.     Careers  for  the  Coming  Men,  83-87,  architecture. 

Seaman.     Progressive  Steps  in  Architectural  Drawing. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  24  and  25. 

Weaver.     Vocations  for  Girls,  103,  architecture. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxxvi,  architecture. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  xvii,  in  Great  Britain. 

Women's  Employment  Publishing  Co.    Careers,  271  and  272,  architec- 
ture as  a  profession  for  women. 
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ARTIST 

Allen.  Advertising  tu  a  PbeaJum,  4^  and  48;  4i>  ami  50;  PS  ami  D9,  the 
art  manager. 

Business  Employments,  55,  the  art  department. 

Babbitt.    Hov  to  Draw. 

Boy  SCOUTS  ok  Amebica.    Sculpture. 

Brewster.     PocatiottoJ  Guidance  for  the  Professions,  chap.  wii.  tlie  fine 

arts. 
Calkins.    The  Business  of  Advertising.  56  and  t;s,  the  art  department. 
Ftlenk.    Careers  for  Women,  09  ~-i,  the  miniature  painter;  ;>1  and  :>-.?. 

commercial  artists. 
FOWLEB.     Starting  in  Life.  162-178. 
Giles.     Vocational  Civics.  220-S24,  artists. 
GoWTN  and  Wheatley.     Occupations.  289  291. 
HOBBLE  and  Saltzberg.     The  Girl  and  the  Job,  \09  and  170,  art  and  the 

girl;  and  190—193,  the  scenic  artist. 
Lasar.     Practical  Hints  for  Art  Students. 
Rollins.     What  Can  a  Young  Man  Do?  chap.  xxv.  art  as  a  profession. 

Stanfobd  I'mykksity  Commutes  on  Vocational  Guidance.  I'oco- 
tional  Information,  £4,  art. 

Starch.  Advertising,  chaps,  xviii  and  xix.  artistic  elements  and  propor- 
tions in  advertising. 

Tipper.     Principles  of  Advertising,  chaps,  xxiv  anil  xxv. 

Willi  vms.  Geobgb  H.  Careers  for  Our  Sons.  :'>7;>  390,  drawing  and  paint- 
ing in  Great  Britain. 

Women's  Employment  Publishing  Co.    Careen,  240  and  241,  painting 

as  a  profession  for  women;   244,  sculpture  for  women;  and  -247  and  -MS, 
training. 

AUTHOR 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xvi. 

Filene.     Careers  for  Women.  113-118.  the  playwright  and  story  teller; 

."v>!>  S62,  the  special-article  writer. 
Fowi.hr.     Starting  in  Life.  7.'>  94. 
Guts.      Voi-ational  Civics,  177    IS;!,  journalism. 

HOEBJ  E  and  SalTSBEBO.     The  Girl  and  the  Job,  187-14i>.  the  writer. 
KetUNQ.      Helpful  Talks  icith  Girls,  chap.  xxii. 
Kober  and  Hanson.      Diseases  of   Occupation  and  Vocational  Hygiene, 

'>7(5  -'Sti.  varieties  of  occupational  neuroses  and  writers'  cramp. 
ObCUTT.      The  Author's  Desk  Book. 

The  Writer's  Desk  Book. 

PbESBET.      .1    Vocational   Reader,   228   2S6,   where   Mark   Twain   got    his 

stories. 
Sui  ITELD.     Careen  for  the  Coming  Men.  287-845,  authorship. 
SrANTOBD    Fnivkksiiy    COMMITTEE  ON    VoCATTONAl    GUIDANCE.      VoOO- 

tional  Diformation,  ISO  and  181,  writing. 
WEAVES.     Vocations  for  Girls,  chap,  xxviii,  journalism  ami  literary  work. 

Women's  Employment  Publishing  Co.    Careen,  142—144,  literary  work. 
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AVIATOR 

Curtiss  and  Post.     The  Curtiss  Aviation  Booh. 

Stirling.  Fundamentals  of  Naval  Service,  chap,  xiv,  the  naval  aeroplane; 
and  xv,  the  airship. 

CHEMICAL  ENGINEER 

Bishop  and  Keller.  Industry  and  Trade,  chap,  xxiii,  chemicals  and  dye- 
stuffs. 

Giles.     Vocational  Civics,  195-208,  engineering  and  the  chemist. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  162-164,  chemical  products. 

Rollins.    What  Can  a  Young  Man  Do?    chap,  xviii,  the  chemist. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  156-160. 

CHEMIST 

Anderson.     The  Farmer  of  Tomorrow,  chap,  ix,  soil  sanitation. 

Bishop  and  Keller.  Industry  and  Trade,  chap,  xxiii,  chemicals  and  dye- 
stuffs. 

Cromwell.    Agriculture  and  Life,  chap,  vii,  chemistry  of  the  soil. 

Devine.  Choosing  a  Boy's  Career,  41  and  42,  the  profession  in  Great 
Britain. 

Filene.    Careers  for  Women,  423-426,  the  paper  chemist. 

Forbes.  Men  Who  Are  Making  America,  260-267,  sketch  of  William  H. 
Nichols,  founder  of  the  General  Chemical  Company. 

Fowler.    Starting  in  Life,  377-379,  experts  and  specialists. 

Gerstenberg.     Principles  of  Business,  chap.  ii. 

The  contribution  of  the  natural  sciences  to  the  field  of  business. 

Giles.     Vocational  Civics,  203-208. 

Gordon.     A  Handbook  of  Employments,  178-184. 

Gowin  and  Wheatley.  Occupations,  229;  and  235  and  236,  the  industrial 
chemist. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  162-164,  chemical  products. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene. 
The  chemist  should  be  familiar  with  much  of  the  material  presented 
through  the  book. 

Newell  and  Drayer.  Engineering  as  a  Career,  75-79,  chemical  engineering. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xviii. 

Slosson.     Creative  Chemistry. 

Smith.    Commerce  and  Industry,  chap,  xiv,  chemical  manufactures. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  156-160. 

Tolman  and  Guthrie.    Hygiene  for  the  Worker. 

Weaver.  Vocations  for  Girls,  63,  girls  in  chemical  manufacture;  and  182, 
scientific  research. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xv,  chemical  industries; 
and  xxxv,  chemistry. 

Williams,  George  H.  Careers  for  Our  Sons,  203  and  204,  the  Govern- 
ment laboratory  in  Great  Britain;  and  chap,  xii,  pharmaceutical  and 
analytical  chemists. 
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CIVIL  ENGINEER 

Baker.     A  Treatise  on  Masonry  Construction. 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xiv. 

Coe.     Heroes  of  Everyday  Life,  42-61. 

Devine.  Choosing  a  Boy's  Career,  39-41,  nature  of  the  profession  in  Great 
Britain. 

Fairchild.  Training  for  the  Electric  Railway  Business,  56-62,  76-79,  99; 
and  137-145. 

Forbes.  Men  Who  Are  Making  America,  163-172,  sketch  of  George  W. 
Goethals,  builder  of  the  Panama  Canal. 

Giles.     Vocational  Civics,  195-203,  engineering. 

Gordon.     A  Handbook  of  Employments,  409-414. 

Gowin  and  Wheatley.  Occupations,  221-230,  the  engineering  profes- 
sions;  and  238-244,  preparation  for  an  engineering  career. 

Newell  and  Drayer.     Engineering  as  a  Career. 

Rollins.     What  Can  a  Young  Man  Do?  chap  xxviii. 

Saalfield.    Careers  for  the  Coming  Men,  131-143,  civil  engineering. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  89-94. 

Tappan.  Travelers  and  Traveling,  chap,  i,  how  railroads  are  built;  vi  and 
vii,  trolley  cars,  elevated  roads,  and  subways. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxxiv,  the  engineering 
professions. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  viii,  engineering. 

CLERGYMAN 

Beveridge.  The  Young  Man  and  the  World,  chap,  vi,  public  speaking; 
and  vii,  the  young  man  and  the  pulpit. 

Brewster.    Vocational  Guidance  for  the  Professions,  chap.  x. 

Brown.     Yale  Talks. 

Lessons  upon  the  conduct  of  life  for  young  men. 

Fowler.     Starting  in  Life,  235-252. 

Gillette.     Vocational  Education,  chap,  ix,  state  education  and  religion. 

Gordon.     A  Handbook  of  Employments,  396-407. 

Gowin  and  Wheatley.  Occupations,  268  and  269,  the  minister,  priest, 
or  rabbi;   and  272-274,  becoming  prefessional  men. 

Harwood.     For  the  Work  of  the  Ministry. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
702. 

Rollins.    What  Can  a  Young  Man  Do?  chap,  iii,  the  ministry. 

Saalfield.    Careers  for  the  Coming  Men,  53-59,  the  Church. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  143  and  144,  ministry. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxxii,  religious  work  and 
social  service. 

Williams,  George  H.  Careers  for  Our  Sons,  chap,  i,  the  Church  in  Great 
Britain. 

Wilson.     Vocational  Guidance,  chap.  vi. 
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DECORATOR 

Allen.     Advertising  as  a  Vocation,  48  and  49. 

Filene.    Careers  for  Women,  66-68,  the  interior  decorator. 

Gordon.     A  Handbook  of  Employments,  284-290. 

Go  win  and  Wheatley.     Occupations,  164,  and  184-187. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  172-174,  the  interior 
decorator. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  93  and  94;  and  321-323,  deco- 
rating. 

Ketling.     Helpful  Talks  xoith  Girls,  120-122. 

Lasar.     Practical  Hints  for  Art  Students. 

McKeon  and  Schofield.  Sign,  Carriage,  and  Decorative  Painting  217- 
253,  fresco  painting. 

Meyer.     A  Handbook  of  Ornament. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  26-28,  commercial  and  applied  art. 

Women's  Employment  Publishing  Co.  Careers,  183  and  184,  house 
decoration;  and  194,  training  and  earnings. 

DENTIST 

Brewster.    Vocational  Guidance  for  the  Professions,  120  and  121. 

Filene.     Careers  for  Women,  196-198. 

Giles.     Vocational  Civics,  164-168,  dentistry. 

Gordon.     A  Handbook  of  Employments,  407-409. 

Go  win  and  Wheatley.  Occupations,  245,  253-255,  the  learned  profes- 
sions and  the  dentist;   and  272-274,  becoming  professional  men. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  125-128. 

Rollins.     What  Can  a  Young  Man  Do?  chap.  xxii. 

Vincent.     Vocational  Arithmetic,  76,  dentistry. 

Weaver.     Vocations  for  Girls,  180-187,  women  as  dentists. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxxvii,  dentistry. 

Williams,  George  H.  Careers  for  Our  Sons,  146-150,  dental  surgeons  in 
Great  Britain. 

Women's  Employment  Publishing  Co.  Careers,  59  and  60,  women  in 
dental  surgery  in  Great  Britain;   and  104,  training  and  earnings. 

DESIGNER 

Allen.     Advertising  as  a  Vocation,  pp.  114  and  115,  publicity  designer. 
Crawshaw.     Problems  in  Furniture  Making. 

Filene.    Careers  for  Women,  57-60;   and  78-81,  the  stage  designer. 
Gowin  and  Wheatley.    Occupations,  146,  designing  in  manufacture;  and 

197,  206,  and  207,  in  the  machine  shop. 
Hamlin.     The  Enjoyment  of  Architecture. 
Izor.    Costume  Design  and  Home  Planning,  Part  I,  costume. 
Jones,  Guy  M.,  Co.     Trade  Foundations,  107  and  108,  designing. 
Kennard.    The  Jewelry  Department,  chap,  xv,  design  in  jewelry. 
Payne,  Arthur  F.    Art  Metalwork  with  Inexpensive  Equipment. 
Rose  and  Cirino.    Jewelry  Making  and  Design,  Book  II,  jewelry  design. 
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DESIGNER  (continued) 

Sanford.     The  Art  Crafts  for  Beginners,  chap.  i. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  26-28,  commercial  and  applied  art. 

Traphagen.    Costume  Design  and  Illustration. 

Usher.     The  Modern  Machinist. 

Weaver.    Vocations  for  Girls,  100-103,  the  girl  as  designer  in  advertising. 

Women's  Employment  Publishing  Co.  Careers,  225,  women  in  de- 
signing. 

DIETITIAN 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  110-113. 

Filene.     Careers  for  Women,  217-222;  and  238-241,  preventive  works 

through  dietetics. 
Hutton.     Welfare  and  Housing,  56-59,  and  65,  daily  dietary. 
Witherspoon  and  Crocker.    Opportunities  for  Women  in  the  Municipal 

Civil  Service  of  the  City  of  New  York,  45  and  46. 
Women's  Educational  and  Industrial  Union.     The  Food  of  Working 

Women  in  Boston. 

DIPLOMAT 

Gowin  and  Wheatley.  Occupations,  138,  diplomatic  and  consular  service. 

Rollins.    What  Can  a  Young  Man  Do?  chap,  xl,  the  consular  service. 

Saalfield.    Careers  for  the  Coming  Men,  171-178,  public  service. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  113-116,  diplomatic  and  consular  service. 

Weaver  and  Byler.  Vocations  for  Boys,  198,  the  foreign  consular  and 
diplomatic  service. 

DRAFTSMAN 

Boy  Scouts  of  America.     Architecture. 

Gordon.    A  Handbook  of  Employments,  343  and  344. 

Gowin  and  Wheatley.  Occupations,  148,  drafting  in  manufacturing; 
and  197,  205,  and  206,  in  the  machine  shop. 

Griffith.    Essentials  of  Woodworking,  Appendix  III,  working  drawing. 

Jones,  Guy  M.,  Co.  Trade  Foundations,  107  and  108,  machine  drafting; 
and  Section  Five,  drawing. 

Kelly  and  Allen.  The  Shipbuilding  Indtistry,  chap,  v,  naval  architec- 
ture and  marine  engineering. 

Meyer.     A  Handbook  of  Ornament. 

Miller.     Mechanical  Drafting. 

Newstead.     AudeVs  Shipfitters'  Guide. 

Perrigo.  Modern  Machine  Shop  Construction,  chap,  xix,  the  drawing 
room. 

Seaman.     Progressive  Steps  in  Architectural  Drawing. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  31  and  32,  scientific  drafting. 

Weaver.    Vocations  for  Girls,  98-100,  girls  in  mechanical  drawing. 
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Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxxiii,  the  graphic  arts, 

and  230,  architecture. 
Wood  and  Smith.    Prevocational  and  Industrial  Arts,  72-91,  mechanical 

drawing. 

ECONOMIST 

Adams.     Description  of  Industry. 
Gantt.     Work,  Wages,  and  Profits. 
Gerstenberg.     Materials  of  Corporation  Finance. 

Principles  of  Business,  chaps,  iii  and  iv,  the  place  of  the  social 

sciences  in  business. 
Hatward.     Money. 
Hurley.    Awakening  of  Business. 
Jordan.     Principles  of  Investment. 
Leavitt  and  Brown.     Elementary  Social  Science. 
Nystrom.     The  Economics  of  Retailing. 
Robison.    Vocational  Education,  207-239,  commercial  education. 

EDITOR 

Brewster.    Vocational  Guidance  for  the  Professions,  chap.  xvi. 

Filene.  Careers  for  Women,  314-317;  323-327,  magazine  editor;  337- 
339,  title  editor;   351-354,  feature  editor;   362-366,  Sunday  editor. 

Fowler.    Starting  in  Life,  285-302. 

Harrington  and  Frankenberg.    Essentials  in  Journalism. 

Kildtjff.     The  Private  Secretary,  chap.  x. 

Parton.    Captains  of  Industry,  49-58,  the  story  of  Horace  Greeley. 

Payne.    History  of  Journalism  in  the  United  States. 

Rollins.    What  Can  a  Young  Man  Do?  chap,  xxi,  the  journalist. 

Saalfield.    Careers  for  the  Coming  Men,  201-211,  journalism. 

Seitz.     Training  for  the  Newspaper  Trade,  49-62. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  124  and  125,  journalism. 

Tipper.  Principles  of  Advertising,  chap,  xxix,  the  use  of  periodicals  for 
advertising. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xl,  journalism. 

Webster.    English  for  Business,  chap,  xi,  the  newspaper. 

Wilson.     Vocational  Guidance,  chap.  vii. 

EDUCATOR 

Alexander.     Letters  to  Teachers. 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xi. 

Dewey.     New  Schools  for  Old. 

Schools  of  Tomorrow. 

Dooley.    Principles  and  Methods  of  Industrial  Education. 

Gilbreth,  Frank  B.    Primer  of  Scientific  Management,  chap,  v,  scientific 

management  and  education. 
Gillette.     Vocational  Education. 
Inglis.    Principles  of  Secondary  Education. 
Krebs.     Being  a  Good  Teacher. 
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EDUCATOR  (continued) 

Lapp  and  Mote.     Learning  to  Earn. 

Leavitt  and  Brown.  Elementary  Social  Science,  chap,  viii,  public  educa- 
tion the  cure  for  ignorance. 

Moore.     Fifty  Years  of  American  Education. 

What  is  Education  ? 

New  York  State  College  of  Agriculture.  Rural  School  and  the  Com- 
munity. 

Pressey.  A  Vocational  Reader,  191-198,  the  story  of  Alice  Freeman 
Palmer. 

Reed.     Newsboy  Service. 

Robison.     Vocational  Education. 

Sandiford.     Comparative  Education. 

Schneider.     Education  for  Industrial  Workers. 

Seeley.     Teaching:  Its  Aims  and  Methods. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  67-87,  education. 

Taylor,  Joseph  S.    A  Handbook  of  Vocational  Education. 

Thwing.    The  Training  of  Men  for  the  World's  Future. 

Towne.     Social  Problems. 

Woods  and  Kennedy.     Young  Working  Girls. 

Wright.     The  Young  Man  and  Teaching. 

EFFICIENCY  ENGINEER 

Allen.    Business  Employments,  19  and  20,  efficiency  manager,  engineer, 

and  expert;  70-80,  the  efficiency  department. 
Bloomfield,  Daniel.     Selected  Articles  on  Employment  Management. 
Bloomfield,  Meyer.    Labor  and  Compensation. 
Cabot.     Social  Work. 
Chittick.     Silk  Manufacturing  and  Its  Problems,  chap,   xl,   efficiency 

standards  in  manufacturing. 
Coapman.     How  to  Systematize  Your  Factory. 
Cody.     Commercial  Tests. 
Cooke.     Modern  Manufacturing . 

Copeland.     Business  Statistics,  chap,  iv,  factory  statistics. 
Dooley.     Vocational  Mathematics. 
Emerson.     Efficiency. 

Fowler.    Starting  in  Life,  377-379,  experts  and  specialists. 
Gantt.     Industrial  Leadership. 

Gerstenberg.    Principles  of  Business,  chap,  v,  the  scientific  method. 
Gilbreth,  Frank  B.    Primer  of  Scientific  Management. 
Gilbreth,  L.  M.     The  Psychology  of  Management. 
Gowin.     The  Executive  and  His  Control  of  Men. 
Gowin   and   Wheatley.     Occupations,   151-153,   production   expert   in 

manufacture. 
Hoyt.    Scientific  Sales  Management,  chap,  ii,  scientific  management. 
Kelly.     Hiring  the  Worker. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene. 
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Lee.     The  Human  Machine  and  Industrial  Efficiency. 

McClelland.  Office  Training  and  Standards,  chaps,  xiv-xvi,  employ- 
ment, personality,  and  standards  of  efficiency. 

Perrigo.  Modern  Machine  Shop  Construction,  chaps,  xxxi,  xxxiii,  and 
xxxiv,  general  efficiency  of  machines  and  men. 

Redfield.     The  New  Industrial  Day. 

Robison.     Vocational  Education. 

Shaw,  Arch  Wilkinson.  An  Approach  to  Business  Problems,  chap,  vii, 
organization. 

Shaw,  A.  W.,  Co.     Handling  Men. 

How  to  Handle  and  Develop  Your  Own  Business. 

How  to  Manage  Men. 

Smith.     The  Elements  of  Indxistrial  Management,  chaps,  xxii-xxiv,  the 

problems  of  scientific  management. 
Thompson,  C.  Bertrand.    How  to  Find  Factory  Costs. 

Scientific  Management. 

Watson.     The  Knack  of  Managing. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxviii,  leaders  in  business 

and  industry. 
Willits.    Stabilizing  Industrial  Employment. 

ELECTRICAL  ENGINEER 

Bishop  and  Keller.    Industry  and  Trade,  chap,  xxiv,  electrical  machinery 

and  apparatus. 
Boy  Scouts  of  America.     Electricity. 
Bucher.     Practical  Wireless  Telegraphy. 
Devine.    Choosing  a  Boy's  Career,  39-41,  nature  of  the  profession  in  Great 

Britain. 
Dooley.     Vocational  Mathematics,  chap,  xv,  electrical  work. 
Fairchild.     Training  for  the  Electric  Railway  Business,  56-68,  99,  and 

137-145. 
Forbes.     Men  Who  Are  Making  America,  204-213,  sketch  of  Samuel 

Insull,  president  of  the  Chicago  Edison  Company,  and  pioneer  in  de- 
veloping lighting  systems. 
Fowler.     Starting  in  Life,  253-260,  the  street  railroad;    and  377-379, 

experts  and  specialists. 
Giles.     Vocational  Civics,  195-203,  engineering. 
Gordon.    A  Handbook  of  Employments,  206-211. 
Gray.    Principles  and  Practice  of  Electrical  Engineering. 
Hiscox.    Modern  Steam  Engineering,  24-27,  electrical  engineering. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

402-414,  electrical  injuries  and  electrical  shock. 
National  Electric  Light  Association.    Proceedings  of  the  Second  War 

Convention. 
Newell  and  Drayer.    Engineering  as  a  Career,  65-73. 
Perry,  Frances  M.    Four  American  Inventors.    The  story  of  Samuel  F. 

B.  Morse  and  of  Thomas  A.  Edison. 
Rollins.     What  Can  a  Young  Man  Do?  chap.  xxxi. 
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ELECTRICAL  ENGINEER  (continued) 

Saalfield.    Careers  for  the  Coming  Men,  89-98,  electricity. 

Sloane.     Electrician's  Handy  Book. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  89  and  90;  and  94-99. 

Sterling.    Naval  Service,  chap,  xxxi,  electricity  in  the  Navy. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xix,  the  electrical  workers; 
and  xxxiv,  the  engineering  professions. 

Weber.     Electrical  Construction. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  viii,  engineering. 

EXPLORER 

Pressey.  A  Vocational  Reader,  61-73,  accounts  of  John  Muir  and  Clar- 
ence King. 

ILLUSTRATOR 

Barritt.     How  to  Draw. 

Calkins.  The  Business  of  Advertising,  56  and  68,  the  art  department; 
and  chap,  vii,  the  creative  work  of  advertising. 

Giles.     Vocational  Civics,  220-224,  artists. 

Gowin  and  Wheatley.     Occupations,  289-291. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  183-188,  costume  and 
magazine  work. 

Saalfield.    Careers  for  the  Coming  Men,  179-188,  advertising. 

Seitz.     Training  for  the  Newspaper  Trade,  126-133,  illustrating. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  26-28,  commercial  and  applied  art. 

Starch.    Advertising,  chap,  xv,  the  use  of  illustrations. 

Stilwell.  The  School  Printshop,  chap,  xii,  art  in  printing;  and  xiii, 
how  to  make  illustrations. 

Tipper.    Principles  of  Advertising,  chaps,  xxiv  and  xxv. 

Traphagen.     Costume  Design  and  Illustration. 

Weaver.    Vocations  for  Girls,  100-103,  the  girl  as  designer  in  advertising. 

INVENTOR 

Allen.     The  Shoe  Industry,  chap,  ii,  the  invention  of  shoe  machinery. 

Barnard.     Tools  and  Machines. 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xiv. 

Forbes.     Men  Who  Are  Making  America,  93-104,  sketch  of  Thomas  A. 

Edison. 
Forman.     Stories  of  Useful  Inventions. 
Fowler.     Starting  in  Life,  352-363. 
Giles.     Vocational  Civics,  87-107,  manufacturing. 

The  section  referred  to  is  general,  but  much  of  the  information  is  of 

interest  in  considering  this  occupation. 
Perry,  Frances  M.     Four  American  Inventors. 

Shaw,  A.  W.,  Co.    Handling  Men,  chap,  xix,  the  employee  as  an  inventor. 
Tappan.     Maker  of  Many  Things. 
Williams,  Archibald.     The  Romance  of  Modern  Invention. 
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JOURNALIST 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xvi. 

Fowler.     Starting  in  Life,  285-302. 

Giles.     Vocational  Civics,  177-183,  journalism. 

Go  win  and  Wheatley.  Occupations,  266-268;  and  272-274,  becoming 
professional  men. 

Harrington  and  Frankenberg.    Essentials  in  Journalism. 

Ketling.     Helpful  Talks  urith  Girls,  chap.  xxii. 

Parton.    Captains  of  Industry,  49-58,  the  story  of  Horace  Greeley. 

Payne,  George  Henry.    History  of  Journalism  in  the  United  States. 

Rollins.    What  Can  a  Young  Man  Do?  chap.  xxi. 

Saalfield.     Careers  for  the  Coming  Men,  201-211,  journalism. 

Seitz.     Training  for  the  Newspaper  Trade. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  124  and  125. 

Weaver.  Vocations  for  Girls,  chap,  xxviii,  journalism  and  literary 
work. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xl,  journalism. 

Williams,  George  H.  Careers  for  Our  Sons,  chap,  xi,  journalism  in  Great 
Britain. 

Women's  Employment  Publishing  Co.  Careers,  145-147,  journalism  for 
women;   170,  training  and  earnings;   and  173,  course  of  study. 

LANDSCAPE  ARCHITECT 

Filene.    Careers  for  Women,  34-36,  the  landscape  gardener;   and  50-56. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  174-177,  the  landscape 
architect. 

Hubbard  and  Kimball.    Landscape  Architecture. 

Kemp  and  Waugh.    Landscape  Gardening. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xxxii. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  28-31. 

Vincent.    Vocational  Arithmetic,  98,  landscape  gardening. 

Weaver.     Vocations  for  Girls,  103-105,  the  landscape  gardener. 

Wilkinson.    Practical  Agriculture,  chap,  xxxvii,  landscape  gardening. 

Women's  Employment  Publishing  Co.  Careers,  203  and  204,  landscape 
gardening  for  women;  and  213,  training. 

LAWYER 

Alien.     Advertising  as  a  Vocation,  118,  legal  adviser  in  advertising. 

The  Law  as  a  Vocation. 

Baldwin.     The  Young  Man  and  the  Law. 

Beveridge.    The  Young  Man  and  the  World,  chap,  v,  the  young  lawyer 

and  his  beginnings;  and  vi,  public  speaking. 
Brewster.    Vocational  Guidance  for  the  Professions,  chap.  ix. 
Conyngton  and  Smart.     Business  Law. 
Ettinger  and  Golieb.     Credits  and  Collections. 

The  book  presents  a  large  and  important  division  of  legal  practice. 
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LAWYER  (continued) 

Filene.     Careers  for  Women,  273-292,  law. 

Fowler.     Starting  in  Life,  104-118. 

Fradenburgh.    American  Community  Civics,  chap,  xii,  the  state  judiciary; 

and  xxv,  the  Federal  judiciary. 
Gerstenberg.     Materials  of  Corporation  Finance. 

This  book  presents  extensive  information  upon  corporation  law. 
Giles.     Vocational  Civics,  145-152,  the  law. 
Gordon.    A  Handbook  of  Employments,  417-423,  law  agents. 
Gowin  and  Wheatley.     Occupations,  269-271;    and  272-274,  becoming 

professional  men. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  163-166. 
Nichols  and  Rogers.     Commercial  Law. 
Pressey.    A  Vocational  Reader,  216-222,  the  country  lawyer  in  National 

affairs.  J  J 

Rollins.     What  Can  a  Young  Man  Do?  chap.  v. 
Saalfield.    Careers  for  the  Coming  Men,  100-106,  the  law;  and  171-178, 

public  service. 
Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  126-131. 
Towne.     Social  Problems. 

Much  of  the  information  presented  lies  within  the  field  of  the  law. 
Weaver.    Vocations  for  Girls,  184  and  185,  women  in  legal  professions. 
Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxxix,  law. 
Williams,  George  H.    Careers  for  Our  Sons,  chap,  vi,  the  law  in  Great 

Britain 
Wilson.     Vocational  Guidance,  chap.  v. 
Women's  Employment  Publishing  Co.     Careers,  166-169,  women  and 

the  legal  profession  in  Great  Britain;   and  172,  training  and  earnings. 

LIBRARIAN 

Dixon.     Vocational  Guidance  for  Girls,  189  and  190,  library  work. 

Filene.     Careers  for  Women,  293-310,  library  work. 

Giles.     Vocational  Civics,  188-194,  the  library. 

Gordon.    A  Handbook  of  Employments,  425-427,  public  library  assistants. 

Gowin  and  Wheatley.  Occupations,  264-266;  and  272-274,  becoming 
professional  men. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  159-163. 

Ketling.     Helpful  Talks  with  Girls,  chap.  xxi. 

Laselle  and  Wiley.  Vocations  for  Girls,  chap,  xi,  and  90,  the  girl  as  a 
librarian  in  a  country  village. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xxxvii. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  123  and  133,  librarianship. 

Weaver.     Vocations  for  Girls,  chap,  xxv,  librarianship. 

Women's  Employment  Publishing  Co.  Careers,  139-141;  170,  training 
and  earnings;   and  174,  a  school  of  librarianship. 
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MECHANICAL  ENGINEER 

Baker.     A  Treatise  on  Masonry  Construction. 

Devine.  Choosing  a  Boy's  Career,  39-41,  nature  of  the  profession  in 
Great  Britain. 

Dooley.     Vocational  Mathematics. 

Fairchild.  Training  for  the  Electric  Railway  Business,  56-62;  68-76;  99; 
and  137-145. 

Fowler.    Starting  in  Life,  377-379,  experts  and  specialists. 

Giles.     Vocational  Civics,  195-203,  engineering. 

Gordon.     A   Handbook  of  Employments,   211-216. 

Go  win  and  Wheatley.  Occupations,  148,  engineering  in  manufacture; 
228,  232,  and  233;  238-244,  preparation  for  an  engineering  career. 

Hiscox.  Modern  Steam  Engineering,  chap,  xx,  mechanical  refrigeration- 
engineering. 

Lewis  and  Chandler.    Popular  Handbook  for  Cement  and  Concrete  Users. 

Newell  and  Drayer.    Engineering  as  a  Career,  27-31. 

Perrigo.     Modern  Machine  Shop  Construction. 

Rollins.     What  Can  a  Young  Man  Do?  chap.  xxix. 

Saalfield.    Careers  for  the  Coming  Men,  107-117,  mechanical  engineering. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  89  and  90;  and  99-104. 

Svensen.     A  Handbook  on  Piping. 

Turner.     Machine  Shop  Work. 

Usher.     The  Modern  Machinist. 

Van  Dervoort.    Machine  Shop  Tools  and  Shop  Practice  Book. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxxiv,  the  engineering 
professions. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  viii,  engineering. 

MINING  ENGINEER 

Byrom.     The  Physics  and  Chemistry  of  Mining. 

Devine.  Choosing  a  Boy's  Career,  39-41,  nature  of  the  profession  in 
Great  Britain. 

Forbes.  Men  Who  Are  Making  America,  173-196,  and  319-327,  examples 
of  men  successful  in  mining  copper,  gold,  silver,  and  zinc. 

Giles.     Vocational  Civics,  50-54,  mining;  and  195-203,  engineering. 

Gowin  and  Wheatley.  Occupations,  229;  233  and  234;  and  238-244, 
preparation  for  an  engineering  career. 

Jones,  Guy  M.,  Co.    Trade  Foundations,  65  and  72. 

Newell  and  Drayer.    Engineering  as  a  Career,  159-163. 

Rollins.    What  Can  a  Young  Man  Do?  chap.  xxx. 

Saalfield.    Careers  for  the  Coming  Men,  119-129,  mining  engineering. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  89  and  90;   and  104-108. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  viii,  engineering. 
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MOTION  PICTURE  OPERATOR 

Filene.     Careers  for  Women,  335-337,  the  motion  picture  director. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  235-243,  the  motion  pic- 
ture industry. 

Vincent.    Vocational  Arithmetic,  106,  motion  pictures. 

Williams,  Archibald.  The  Romance  of  Modern  Invention,  166-182, 
animated  pictures. 

MUSICIAN 

Brewster.  Vocational  Guidance  for  the  Professions,  chap,  xvii,  the  fine 
arts. 

Filene.     Careers  for  Women,  342-347,  music. 

Fowler.     Starting  in  Life,  190-203. 

Giles.     Vocational  Civics,  220-224,  musicians. 

Gowin  and  Wheatley.     Occupations,  295  and  296. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  193-199. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
287,  pianists'  and  violinists'  cramp;  370,  skin  affections  of  musicians; 
and  703  and  704. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  145  and  146. 

Vincent.     Vocational  Arithmetic,  78. 

Weaver  and  Byler.     Vocations  for  Boys,  chap.  xxxi. 

Williams,  George  H.  Careers  for  Our  Sons,  369-378,  music  in  Great 
Britain. 

Women's  Employment  Publishing  Co.  Careers,  238  and  239,  music  as 
a  career  for  women;   and  247,  training. 

NURSE 

Allen.    Business  Employments,  88-90,  industrial  service. 

Blunt  and  Sprague.    Food  and  the  War. 

Brewster.     Vocational  Guidance  for  the  Professions,  114-120. 

Butler.  Saleswomen  in  Mercantile  Stores,  34-39,  hospital  facilities  in 
retail  stores. 

Cabot.     Social  Work. 

Cannon.     Social  Work  in  Hospitals. 

Dixon.    Vocational  Guidance  for  Girls,  190  and  191,  nursing. 

Dunton.     Occupation  Therapy. 

Reconstruction  Therapy,  chap,  vii,  training  courses  for  nurses. 

Filene.  Careers  for  Women,  163-169,  the  hygiene  worker;  171-177,  dis- 
trict nurse;    187-189,  private  nurse;    190-196,  public  health  nurse. 

Giles.     Vocational  Cimcs,  162-164,  nursing. 

Gordon.     A  Handbook  of  Employments,  281-284. 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  115-120. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene. 

Laselle  and  Wiley.     Vocations  for  Girls,  chap.  vii. 
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Leake.    The  Vocational  Education  of  Girls  and  Women,  129  and  130,  the 
visiting  nurse. 

Lee,     The  Human  Machine  and  Industrial  Efficiency. 

Pressey.     A  Vocational  Reader,  222-228,  a  district  nurse. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  138  and  139. 

Tolman  and  Guthrie.    Hygiene  for  the  Worker. 

Towne.     Social  Problems. 

Weaver.     Vocations  for  Girls,  chap,  xxiv,  nursing. 

Weaver  and  Byler.  Vocations  for  Boys,  241,  openings  for  young  men  as 
attendants  in  hospitals. 

Weaver  and  Weaver.    Medicine  as  a  Profession,  chap,  xx,  the  Red  Cross. 

Willits.  Stabilizing  Industrial  Employments,  107-116,  the  work  and 
service  of  the  factory  nurse  in  manufacturing  plants. 

Women's    Employment    Publishing    Co.      Careers,    64-89;     103-109, 
length  and  cost  of  training  and  range  of  salary;  and  222  and  223. 
The  nature  and  opportunities  of  all  kinds  of  nursing  in  Great  Britain, 
both  in  the  home  and  foreign  field. 

Wright,  Florence  Swift.     Industrial  Nursing. 

PHARMACIST 

Filene.     Careers  for  Women,  427-429. 

Gowin  and  Wheatley.  Occupations,  245;  255-257,  the  learned  profes- 
sions and  the  pharmacist;  and  272-274,  becoming  professional  men. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  128-130. 

Jones,  Guy  M.,  Co.     Trade  Foundations,  164,  pharmaceutical  chemist. 

Weaver.    Vocations  for  Girls,  184,  women  in  pharmacy. 

Weaver  and  Byler.    Vocations  for  Boys,  263  and  264,  pharmacy. 

Williams,  George  H.  Careers  for  Our  Sons,  399-403,  pharmaceutical 
chemists  in  Great  Britain. 

Witherspoon  and  Crocker.  Opportunities  for  Women  in  the  Municipal 
Civil  Service  of  the  City  of  New  York,  58. 

PHILANTHROPIST 

Fradenburgh.  American  Community  Civics,  chap,  ix,  the  community 
in  relation  to  its  dependents. 

This  reference  describes  work  which  must  be  done  either  by  public 

or  private  philanthropy. 
Parton.    Captains  of  Industry,  59-77,  the  story  of  Peter  Cooper. 
Richmond.     Social  Diagnosis. 
Todd.     The  Scientific  Spirit  and  Social  Work. 
Wilson.     Vocational  Guidance,  chap,  xx,  charity. 

PHOTOGRAPHER 

Filene.     Careers  for  Women,  60-66;  and  72-75. 

Forbes.     Men  Who  Are  Making  America,  83-92,  a  sketch   of  George 

Eastman,  kodak  manufacturer. 
Gordon.     A  Handbook  of  Employments,  290-294,  photography. 
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PHOTOGRAPHER  (continued) 

Go  win  and  Wheatley.     Occupations,  292-294. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  181-183. 

Ketling.    Helpful  Talks  with  Girls,  82-84,  a  traveling  photographer. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

391-401,  dangers  from  the  use  of  the  X-ray;   and  616,  photography. 
Seitz.     Training  for  the  Newspaper  Trade,  134  and  135,  the  newspaper 

photographer. 
Vincent.     Vocational  Arithmetic,  75,  photography. 
Weaver.    Vocations  for  Girls,  98,  girls  in  photography. 
Weaver  and  Byler.    Vocations  for  Boys,  228,  the  field  of  photography. 
Williams,  Archibald.     The  Romance  of  Modern  Invention,  194-206,  the 

use  of  the  X-rays  and  of  the  dark  room;    and  317-329,  photography 

colors. 
Women's  Employment  Publishing  Co.     Careers,  242  and  243,  women 

in  photography;   and  248,  training  and  earnings. 

PHYSICIAN 

Allen.     Business  Employments,  88-90,  industrial  service. 

Bloomfield,  Daniel.  Selected  Articles  on  Employment  Management, 
293-299,  medical  examination  of  workers. 

Bloomfield,  and  Willits.  Personnel  and  Employment  Problems  in  In- 
dustrial Management,  223-228,  physical  examination  of  employees  in 
the  Rike-Kumler  Company. 

Boy  Scouts  of  America.     Public  Health. 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xii. 

Burns.     Great  Inventions,  232-236,  discovery  of  the  X-ray. 

Butler.  Saleswomen  in  Mercantile  Stores,  34-39,  hospital  facilities  in 
retail  stores. 

Cabot.     Social  Work. 

Training  and  Rewards  of  the  Physician. 

Cannon.     Social  Work  in  Hospitals. 

Devine.     Choosing  a  Boy's  Career,  chap,  v,  medical  public  service  in 

Great  Britain. 
Dunton.     Occupation  Therapy. 

Reconstruction  Therapy. 

Filene.    Careers  for  Women,  202-208,  women  in  medicine. 

Fowler.     Starting  in  Life,  1-15. 

Giles.     Vocational  Civics,  152-161,  medicine. 

Gordon.     A  Handbook  of  Employments,  427-429. 

GowiN  and  Wheatley.     Occupations,  245-253,  the  learned  professions 

and  the  physician;   and  272-274,  becoming  professional  men. 
Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  120-123. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene. 
Leavitt  and  Brown.    Elementary  Social  Science,  chap,  ix,  promotion  of 

public  health  a  cure  for  disease. 
Lee.     The  Human  Machine  and  Industrial  Efficiency. 
Rollins.     What  Can  a  Young  Man  Do?  chap,  iv,  the  doctor. 
Saalfield.     Careers  for  the  Coming  Men,  61-72,  medicine. 


PROFESSIONAL  SERVICE  85 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  135-137,  medicine  and  public  health;   and  139-142. 

Sterling.  Naval  Service,  chap,  xxxvi,  first  aid  and  hygiene  training  by 
medical  officers. 

Tolman  and  Guthrie.     Hygiene  for  the  Worker. 

Towne.     Social  Problems. 

Underwriter  Printing  and  Publishing  Co.  Live  Articles  on  Accident 
Prevention. 

Vincent.     Vocational  Arithmetic,  77,  the  doctor. 

Weaver.    Vocations  for  Girls,  182  and  183,  women  in  medicine. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxxviii,  medicine. 

Weaver  and  Weaver.    Medicine  as  a  Profession. 

Williams,  George  H.  Careers  for  Our  Sons,  chap,  v,  medicine  in  Great 
Britain. 

Willits.  Stabilizing  Industrial  Employment,  96-106,  recommended 
standard  practice  of  medical  supervision  in  Detroit  plants;  and  117- 
135,  personnel  and  medical  audit. 

Wilson.     Vocational  Guidance,  chap.  iv. 

Women's  Employment  Publishing  Co.  Careers,  49-65;  255;  and  262. 
Training  and  opportunities  for  women  in  the  medical  profession  in 
Great  Britain. 

PRIVATE  SECRETARY 

Allen.     Advertising  as  a  Vocation,  41. 

Barnes.     How  to  Teach  Business  Correspondence. 

Boy  Scouts  of  America.    Business,  27-30,  secretarial  work. 

Cahill.     Office  Practice. 

Dwyer.     The  Business  Letter. 

Filene.     Careers  for  Women,  448-452. 

Gallagher  and  Moulton.     Practical  Business  English. 

Giles.     Vocational  Civics,  134-139,  the  office  force. 

Gowin  and  Wheatley.     Occupations,  284  and  285. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  17-19. 

Ketling.    Helpful  Talks  with  Girls,  chap.  xv. 

Kilduff.     The  Private  Secretary. 

Lane.     The  Efficient  Secretary. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xxiv,  the  stenographer. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  62-65,  secretarial  and  stenographic  work. 

Weaver.  Vocations  for  Girls,  123  and  124,  openings  for  the  stenographer 
as  private  secretary. 

Weaver  and  Byler.  Vocations  for  Boys,  170-172,  openings  for  the 
stenographer  as  private  secretary. 

Williams,  George  H.    Careers  for  Our  Sons,  542-544,  in  Great  Britain. 

Women's  Educational  and  Industrial  Union.  The  Public  Schools  and 
Women  in  Office  Service. 

Women's  Employment  Publishing  Co.  Careers,  148-156;  and  170, 
training  and  earnings. 

Opportunities  for  women  in  various  kinds  of  secretarial  work. 
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PROFESSOR 

Devine.     Choosing  a  Boy's  Career,  50  and  51,  teaching. 

Gowin  and  Wheatley.     Occupations,  262  and  263,  college  positions  in 

teaching. 
Rollins.     What  Can  a  Young  Man  Do?  chap,  vii,  the  college  professor. 

REPORTER 

Filene.    Careers  for  Women,  355-359;   455^60,  the  shorthand  reporter. 

Fowler.     Starting  in  Life,  285-302. 

Giles.     Vocational  Civics,  177-183,  journalism. 

Gordon.     A  Handbook  of  Employments,  331  and  332. 

Gowin  and  Wheatley.     Occupations,  266-268,  the  journalist. 

Harrington  and  Frankenberg.  Essentials  in  Journalism,  chap,  v, 
gathering  news;  vii,  the  reporter;  283-296,  general  instructions  to  re- 
porters and  copy  writers. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  133-137,  the  newspaper 
women. 

Payne,  George  Henry.    History  of  Journalism  in  the  United  States. 

Saalfield.     Careers  for  the  Coming  Men,  201-211,  journalism. 

Seitz.     Training  for  the  Newspaper  Trade,  62-82. 

Weaver.    Vocations  for  Girls,  chap,  xxviii,  journalism  and  literary  work. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xl,  journalism. 

Webster.    English  for  Business,  chap,  xi,  the  newspaper. 

Williams,  George  H.  Careers  for  Our  Sons,  chap,  xi,  journalism  in 
Great  Britain. 

Wilson.     Vocational  Guidance,  chap,  vii,  the  editor. 

SAFETY  ENGINEER 

Boy  Scouts  of  America.     Safety  First. 

Underwriter  Printing  and  Publishing  Co.  Live  Articles  on  Accident 
Prevention. 

SANITARY  ENGINEER 

Boy  Scouts  of  America.     Public  Health. 

Fairchild.  Training  for  the  Electric  Railway  Business,  79  and  80,  build- 
ings. 

Giles.     Vocational  Civics,  195-203,  engineering. 

Gordon.  A  Handbook  of  Employments,  276-278,  sanitary  department; 
and  298-302. 

Gowin  and  Wheatley.  Occupations,  228,  231,  232;  and  238-244,  prep- 
aration for  an  engineering  career. 

Newell  and  Drayer.  Engineering  as  a  Career,  101-110,  sanitary  engi- 
neering. 

Starbuck.    Standard  Practical  Plumbing. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxxiv,  the  engineering 
professions. 

Willits.  Stabilizing  Industrial  Employment,  102-104,  sanitary  arrange- 
ments. 
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SCIENTIST 

Brewster.    Vocational  Guidance  for  the  Professions,  chap.  xiii. 
Filene.    Careers  for  Women,  410-443,  scientific  work. 
Mach.     The  Science  of  Mechanics. 
Slosson.     Creative  Chemistry. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  151-174,  science  and  applied  science. 

SCULPTOR 

Brewster.     Vocational  Guidance  for  the  Professions,  chap,  xvii,  the  fine 

arts. 
Devtne.     Choosing  a  Boy's  Career,  53,  art. 
Filene.     Careers  for  Women,  75-77. 
Gordon.    Handbook  of  Employments,  257  and  258,  monumental  sculpture 

and  marble  cutting. 

SIGN  PAINTER 

Allen.  Advertising  as  a  Vocation,  49,  the  sign  man;  and  114,  sign  paint- 
ing and  lettering. 

McKeon  and  Schofield.  Sign,  Carriage,  and  Decorative  Painting,  187- 
217. 

Tipper.    Principles  of  Advertising,  chap.  xxx. 

Weaver.     Vocations  for  Girls,  100,  girls  in  sign  writing. 

SOCIAL  WORKER 

Allen.    Business  Employments,  88-90,  industrial  service. 

Bishop  and  Keller.    Industry  and  Trade,  chap,  iii,  the  human  element; 

and  iv,  social  development. 
Bloomfield,  Daniel.     Selected  Articles  on    Employment  Management, 

435-483,  service  features. 
Blunt  and  Sprague.     Food  and  the  War. 
Cabot.    Social  Work. 
Cannon.    Social  Work  in  Hospitals. 
Chittick.    Silk  Manufacturing  and  Its  Problems,  chap,  xx,  welfare  work 

among  mill  operatives. 
Dixon.     Vocational  Guidance  for  Girls,  191-193,  social  work. 
Eaton  and  Stevens.     Commercial  Work. 
Filene.    Careers  for  Women,  261-269,  institutional  work;  461-549,  social 

work. 
Fradenburgh.     American  Community  Civics. 
Gerstenberg.    Principles  of  Business,  chaps,  iii  and  iv,  the  place  of  the 

social  sciences  in  business. 
Gilbreth,  Frank  B.    Primer  of  Scientific  Management,  chap,  v,  scientific 

management  and  welfare  work. 
Gilbreth,  L.  M.    The  Psychology  of  Management,  chap,  v,  welfare. 
Giles.    Vocational  Civics,  183-188,  social  service. 
Gillette.     Vocational  Education. 
Gowtn  and  Wheatley.    Occupations,  155  and  156,  educational  and  social 

workers  in  manufacture;   and  279-282. 
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SOCIAL  WORKER  (continued) 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  113-115. 

Kennard.    The  Educational  Director,  chap,  xi,  welfare  and  social  interests. 

Ketltng.    Helpful  Talks  with  Girls. 

Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

453-461,  general  welfare  measures  for  wage  earners. 
Leake.     The  Vocational  Education  of  Girls  and  Women. 
Leavitt  and  Brown.    Elementary  Social  Science. 
Lee.     The  Human  Machine  and  Industrial  Efficiency,  chap,  xiii,  welfare 

work. 
McKeever.     Training  the  Boy. 

Training  the  Girl. 

Perrigo.    Modern  Machine  Shop  Construction,  chap,  xxxii,  welfare  work 

in  manufacture. 
Reed.     Newsboy  Service. 
Richmond.     Social  Diagnosis. 
Robison.     Vocational  Education. 
Rollins.    What  Can  a  Young  Man  Do?  chap,  xxxv,  the  social  settlement 

in  the  country. 
Schneider.     Education  for  Industrial  Workers. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  175-179,  social  service. 
Todd.     The  Scientific  Spirit  and  Social  Work. 
Tolman  and  Guthrie.     Hygiene  for  the  Worker. 
Towne.     Social  Problems. 

Weaver.     Vocations  for  Girls,  chap,  xxvii,  social  work. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxxii,  religious  work  and 

social  service. 
Willits.     Stabilizing  Industrial  Employment, 
Women's  Employment  Publishing  Co.    Careers,  110-113;  and  128-138, 

settlement  and  welfare  work. 
Woods  and  Kennedy.    Young  Working  Girls. 

STATESMAN 

Adams.    Description  of  Industry,  chap,  xiv,  government  and  industry. 
Allen.     The  Law  as  a  Vocation,  20-22,  lawyers  in  public  life. 
Baldwin.     The  Young  Men  and  the  Law,  30-40,  the  opportunities  of  the 

lawyer  for  public  service. 
Beveridge.     The  Young  Man  and  the  World,  chap,  vi,  public  speaking. 
Fowler.     Starting  in  Life,  104-118. 
Hapgood.     George  Washington. 
Hurley.     Awakening  of  Business,  Part  II,  135-240,  government  and 

business. 
Powell  and  Curry.     The  World  and  Democracy. 
Rollins.    What  Can  a  Young  Man  Do?  chap,  xxxviii,  politics. 
Saalfield.     Careers  for  the  Coming  Men,  171-178,  public  service. 
Wilson.     Vocational  Guidance,  chap,  xiv,  political  parties. 
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STATISTICIAN 

Copeland.     Business  Statistics. 

Filene.     Careers  for  Women,  560-562. 

Gowin  and  Wheatley.     Occupations,  138  and  139,  in  the  Government 

field  of  statistics. 
Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  166-168. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

789-801,  the  use  and  the  fallacies  of  statistics. 
Secrist.    An  Introduction  to  Statistical  Methods. 
Weaver.     Vocations  for  Girls,  chap,  xxiii,  the  Civil  Service. 
Witherspoon  and  Crocker.    Opportunities  for  Women  in  the  Municipal 

Civil  Service  of  the  City  of  New  York;  59. 

SURGEON 

Brewster.    Vocational  Guidance  for  the  Professions,  chap.  xii. 

Filene.    Careers  for  Women,  198-202. 

Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 
examination. 

Giles.     Vocational  Civics,  152-161,  medicine. 

Gordon.    A  Handbook  of  Employments,  431  and  432,  veterinary  surgeons. 

Saalfield.     Careers  for  the  Coming  Men,  61-72,  medicine. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  139-142. 

Weaver  and  Weaver.     Medicine  as  a  Profession. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  v,  medicine  in  Great 
Britain. 

Women's  Employment  Publishing  Co.     Careers,  49-65. 

Training  and  opportunities  for  women  in  the  medical  profession  in 
Great  Britain. 

TEACHER 

Alexander.     Letters  to  Teachers. 

Barnes.     Hoio  to  Teach  Business  Correspondence. 

Bennett,  Charles  A.     The  Manual  Arts. 

Bloomfield,  Meyer.     Readings  in  Vocational  Guidance. 

Youth,  School,  and  Vocation. 

Boughton.     Household  Arts  and  School  Lunches. 
For  the  teacher  of  household  arts. 

Brewer.     The  Vocational-Guidance  Movement. 

Brewster.     Vocational  Guidance  for  the  Professions,  chap.  xi. 

Cleveland  Foundation  Survey. 

The  volumes  of  this  series  present  information  upon  training  in  in- 
dustry that  should  be  familiar  to  the  industrial  teacher. 

Cody.     Commercial  Tests. 

Cromwell.  Agriculture  and  Life,  chaps,  xiii-xv,  rural  institutions,  schools, 
and  courses  of  study. 

Davis,  Jesse  B.     Vocational  and  Moral  Guidance. 

Dean.     The  Worker  and  the  State. 
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TEACHER  (continued) 

Devine.    Choosing  a  Boy's  Career,  49-51,  the  teaching  profession  in  Great 

Britain. 
Dewey.     New  Schools  for  Old. 

Schools  of  Tomorrow. 

Dixon.    Vocational  Guidance  for  Girls,  188  and  189,  teaching. 
Dooley.    Principles  and  Methods  of  Industrial  Education. 

Vocational  Mathematics. 

For  the  industrial  teacher. 

Filene.  Careers  for  Women,  119-121,  the  elementary-school  teacher;  121- 
126,  kindergartener;  129-134,  vocational-school  teacher;  134-138, 
dean  of  women;  138-140,  high-school  teacher;  141-144,  private- 
school  principal;  145-147,  registrar;  148-151,  school  superintendent; 
367-373,  educational  director. 

Fowler.     Starting  in  Life,  261-275. 

Gilbreth,  Frank  B.  Primer  of  Scientific  Management,  chap,  v,  scientific 
management  and  education. 

Gilbreth,  L.  M.  The  Psychology  of  Management,  chap,  viii,  teaching  in 
industry. 

Giles.    Vocational  Civics,  171-177,  teaching. 

Gillette.     Vocational  Education. 

Gordon.     A  Handbook  of  Employments,  432-437. 

Gowtn.  The  Executive  and  His  Control  of  Men,  chap,  xix,  instruction  in 
industry. 

Gowin  and  Wheatley.  Occupations,  245;  258-264,  the  learned  profes- 
sions and  the  teacher;   and  272-274,  becoming  professional  men. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  149-158. 

Inglis.     Principles  of  Secondary  Education. 

Kelly.     Training  Industrial  Workers. 

Kennard.    The  Educational  Director,  chap,  xi,  welfare  and  social  interests. 

Ketling.     Helpful  Talks  with  Girls,  chaps,  xviii,  xx,  and  xxi. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
702  and  703. 

Krebs.     Being  a  Good  Teacher. 

Lapp  and  Mote.     Learning  to  Earn. 

Lasar.     Practical  Hints  for  Art  Students. 

Laselle  and  Wiley.    Vocations  for  Girls,  chaps,  ix  and  x. 

Leake.    The  Vocational  Education  of  Girls  and  Women. 

Leavitt  and  Brown.  Elementary  Social  Science,  chap,  viii,  public  educa- 
tion the  cure  for  ignorance. 

McKeever.     Training  the  Boy. 

Training  the  Girl. 

Moore.     Fifty  Years  of  American  Education. 

What  is  Education? 

New  York  State  College  of  Agriculture.     Rural  School  and  the 

Community. 
Palmer.     The  Ideal  Teacher. 
Patton.     Home  and  School  Sewing. 
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Presset.     A  Vocational  Reader,  191-198,  the  story  of  Alice  Freeman 
Palmer;  and  211-215,  preparing  to  be  a  teacher. 

Robison.     Vocational  Education. 

Rollins.    What  Can  a  Young  Man  Do?    chap,  viii,  teaching;  and  ix,  the 
tutor. 

Sandiford.     Comparative  Education. 

Schneider.     Education  for  Industrial  Workers. 
For  the  industrial  teacher. 

Seeley.     Teaching:  Its  Aims  and  Methods. 

Stanford  University  Committee  on  Vocational  Guidance.     Voca- 
tional Information,  59-61,  educational  director. 

Taylor,  Joseph  S.    A  Handbook  of  Vocational  Education. 

Thwing.      The  Training  of  Men  for  the  World's  Future. 

Towne.     Social  Problems. 

Weaver.    Vocations  for  Girls,  chap,  xxvi,  teaching. 

Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxx,  teaching;  and  xxxi, 
teachers  of  music. 

Williams,  George  H.    Careers  for  Our  Sons,  chap,  ix,  the  teaching  pro- 
fession in  Great  Britain. 

Wilson.     Vocational  Guidance,  chap.  ii. 

Women's  Educational  and  Industrial  Union.    Industrial  Experience 
of  Trade-School  Girls  in  Massachusetts. 

The  Public  Schools  and  Women  in  Office  Service. 

Women's  Employment  Publishing  Co.    Careers,  6-62,  and  234-237. 

The  nature  and  opportunities  of  all  divisions  of  teaching  in  Great 

Britain. 
Wright,  Henry  Parks.    The  Young  Man  and  Teaching. 

VOCATIONAL  COUNSELOR 

Alexander.     Letters  to  Teachers. 
Allen.     Advertising  as  a  Vocation. 

Business  Employments. 

The  Law  as  a  Vocation. 

The  Shoe  Industry. 

Bennett,  Charles  A.     The  Manual  Arts. 

Bennett,  Helen  M.     Women  and  Work. 

Beveridge.     The  Young  Man  and  the  World. 

Bishop  and  Keller.     Industry  and  Trade. 

Bloomfield,  Daniel.    Selected  Articles  on  Employment  Management. 

Bloomfield,  Meyer.     Readings  in  Vocational  Guidance. 

Youth,  School,  and  Vocation. 

Bloomfield  and  Willits.     Personnel  and  Employment  Problems  in  In- 
dustrial Management. 

Brewer.     The  Vocational-Guidance  Movement.     *— 

Cabot.     Social  Work. 

Cleveland  Foundation  Survey. 

The  volumes  of  this  series  present  information  upon  industrial  con- 
ditions that  should  be  familiar  to  the  vocational  counselor. 
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VOCATIONAL  COUNSELOR  (continued) 

Cody.     Commercial  Tests. 

Cooke.     Modern  Manufacturing. 

Cromwell.  Agriculture  and  Life,  chaps,  xiii-xv,  rural  institutions,  schools, 
and  courses  of  study. 

Davis,  Jesse  B.    Vocational  and  Moral  Guidance. 

Dean.     The  Worker  and  the  State. 

Dixon.     Vocational  Guidance  for  Girls. 

Dooley.     Principles  and  Methods  of  Industrial  Education. 

Eaton  and  Stevens.     Commercial  Work. 

Filene.     Careers  for  Women. 

Fowler.     Starting  in  Life. 

Gilbreth,  Frank  B.  Primer  of  Scientific  Management,  chap,  v,  scien- 
tific management  and  vocational  guidance. 

Giles.     Vocational  Civics. 

Gillette.     Vocational  Education. 

Gowin  and  Wheatley.     Occupations. 

Hall.    How  to  Get  a  Position  and  How  to  Keep  It. 

Kelly.     Training  Industrial  Workers. 

Kelly  and  Allen.     The  Shipbuilding  Industry. 

Ketltng.    Helpful  Talks  with  Girls. 

Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene. 

Lapp  and  Mote.     Learning  to  Earn. 

Laselle  and  Wiley.     Vocations  for  Girls. 

Leake.     The  Vocational  Education  of  Girls  and  Women. 

Link.     Employment  Psychology. 

McClelland.  Office  Training  and  Standards,  chaps,  xiv-xvi,  employ- 
ment, personality,  and  standards  of  efficiency. 

McKeever.     Training  the  Boy. 

Training  the  Girl. 

Maxwell.     //  /  Were  Twenty-one. 

O'Leary.     Department  Store  Occupations. 

Parsons.     Choosing  a  Vocation. 

Reed.     Newsboy  Service. 

Robison.     Vocational  Education. 

Rollins.     What  Can  a  Young  Man  Do? 

Schneider.     Education  for  Industrial  Workers. 

Shaw,  A.  W.,  Co.     Handling  Men. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information. 

Taylor,  Joseph  S.    Handbook  of  Vocational  Education. 

Thompson,  C.  Bertrand.     Scientific  Management. 

Todd.     The  Scientific  Spirit  and  Social  Work. 

Tolman  and  Guthrie.     Hygiene  for  the  Worker. 

Towne.     Social  Problems. 

United  States  Army.     The  Personnel  System. 

Weaver.     Vocations  for  Girls. 

Weaver  and  Byler.     Vocations  for  Boys. 
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Weaver  and  Weaver.     Medicine  as  a  Profession. 
Wilbur.     Everyday  Business  for  Women. 
Willits.     Stabilizing  Industrial  Employment. 

Steadying  Employment. 

Wilson.     Vocational  Guidance. 

Women's  Educational  and  Industrial  Union.    Industrial  Experience 
of  Trade-School  Girls  in  Massachusetts. 

The  Public  Schools  and  Women  in  Office  Service. 

Woods  and  Kennedy.     Young  Working  Girls. 

YOUNG  MEN'S  CHRISTIAN  ASSOCIATION  SECRETARY 

Giles.     Vocational  Civics,  183-188,  social  service. 
Gowin  and  Wheatley.    Occupations,  282-284. 
Rollins.     What  Can  a  Young  Man  Do?  chap,  xlvii. 
So  ares  and  Ober.     The  Y.  M.  C.  A.  Secretaryship. 

YOUNG  WOMEN'S  CHRISTIAN  ASSOCIATION  SECRETARY 

Filene.     Careers  for  Women,  399-401,  Y.  W.  C.  A.  secretary;   404-409, 
Y.  W.  C.  A.  worker. 


SECTION  VIII 

DOMESTIC  AND  PERSONAL  SERVICE 

BARBER 

Gordon.     A  Handbook  of  Employments,  234-237. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
357,  barbers'  eczema;  443-446,  abnormal  positions  of  the  body  and  cor- 
rective measures ;  and  700  and  701. 

Vincent.     Vocational  Arithmetic,  22,  barber  business. 

Weaver  and  Byler.  Vocations  for  Boys,  75,  the  training  and  former 
earnings  of  the  barber. 

BELL  BOY 

Weaver  and  Byler.  Vocations  for  Boys,  73  and  74,  the  bell  boy  and  his 
earnings  formerly. 

CATERER 

Hutton.     Welfare  and  Housing,  chap,  v,  catering. 
Ketling.     Helpful  Talks  xoith  Girls,  chap.  xix. 
Vincent.     Vocational  Arithmetic,  100. 

An  interesting  lesson  upon  the  service  of  the  caterer  at  a  banquet. 

COOK 

Blunt  and  Sprague.     Food  and  the  War. 

Boughton.     Household  Arts  and  School  Lunches. 

Boy  Scouts  of  America.    Cooking. 

Dixon.     Vocational  Guidance  for  Girls,  175-177,  food  production. 

Donham.     Marketing  and  Housework  Manual. 

Fowler.     Starting  in  Life,  120-144. 

Giles.     Vocational  Civics,  215-218,  domestic  arts. 

Harvey.     Food  Facts  for  the  Homemaker. 

Henderson.     Practical  Cooking. 

Hutchinson.     The  House  Furnishings  Department,  Part  II,  cooking  and 

cleaning  implements. 
Ketling.    Helpfid  Talks  with  Girls,  chap.  viii. 
Kittredge.     Practical  Homemaking. 

The  Home,  chaps,  xi-xiv,  and  xix,  cooking  and  food  values. 

Kober  and   Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

435  and  436,  exposure  to  excessive  heat  and  preventive  measures;   and 

687  and  688,  pastry  cooks. 
Laselle  and  Wiley.    Vocations  for  Girls,  chap,  vi,  and  89  and  90,  the  girl 

on  the  farm. 
Leake.    The  Vocational  Education  of  Girls  and  Women,  Part  I,  education 

for  the  home. 

Typical  courses  of  training  in  cookery  will  be  found  in  this  part  of  the 
book. 
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Nesbitt.     Household  Management. 

Pickakd.    Industrial  Booklets,  chap,  vi,  home  economics  booklets. 

Pickard  and  Henegren.  Industrial  Work  for  Girls,  chap,  iv,  principles 
of  home  science;   v,  the  hot  lunch;   and  vi,  industrial  club  work. 

Robison.     Vocational  Education,  265-282,  household  arts  education. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  121  and  122,  dietitian. 

Tolman  and  Guthrie.  Hygiene  for  the  Worker,  164-166,  dangers  from 
intense  heat. 

Vincent.     Vocatioiial  Arithmetic,  53,  bread  making. 

Weaver.  Vocations  for  Girls,  chap,  xvii,  domestic  service;  and  xviii, 
domestic  science. 

Women's  Employment  Publishing  Co.    Careers,  214-217,  cookery. 

HAIRDRESSER 

Gordon,  Mrs.  O.    Handbook  of  Employments,  234-237. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  92-94. 

HOMEMAKER 

(See  Housekeeper.) 

HOTEL  KEEPER 

Giles.     Vocational  Civics,  218-220,  hotels  and  restaurants. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  38-43,  hotel  workers. 
Ketling.    Helpful  Talks  with  Girls,  chap,  ix,  the  boarding-house  keeper. 
Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene,  699 

and  700. 
Nichols  and  Rogers.    Commercial  Law,  137-141,  liabilities  of  innkeeper. 
Vincent.    Vocational  Arithmetic,  29,  hotel  business. 

HOUSEHOLD  ASSISTANT 

(See  also  Servant.) 

Dixon.     Vocational  Guidance  for  Girls,  185-188,  domestic  work. 

Donham.    Marketing  and  Housework  Manual. 

Giles.     Vocational  Civics,  215-218,  domestic  arts. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene,  356 
and  357,  skin  affections  of  housemaids  and  houseworkers ;  and  443-446, 
abnormal  positions  of  the  body  and  corrective  measures. 

Laselle  and  Wiley.     Vocations  for  Girls,  chap,  xii,  domestic  service. 

Leake.  The  Vocational  Education  of  Girls  and  Women,  Part  I,  education 
for  the  home. 

McKeever.     Training  the  Girl,  225-230,  domestic  service  and  dignity. 

Weaver.     Vocations  for  Girls,  chap,  xvii,  domestic  service. 

HOUSEKEEPER 

Ball  and  West.     Household  Arithmetic. 

Bennett.  Women  and  Work,  240-243,  importance  of  training  in  home- 
making. 

Bexell  and  Nichols.  Prhiciples  of  Bookkeeping  and  Farm  Accounts,  17- 
28,  household  accounts. 
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HOUSEKEEPER  (continued) 

Blunt  and  Sprague.     Food  and  the  War. 

Boughton.     Household  Arts  and  School  Lunches. 

Buchanan.     Home  Crafts  of  Today  and  Yesterday. 

Dixon.  Vocational  Guidance  for  Girls,  Part  I,  present-day  ideals  of 
womanhood;  chap,  vii,  teaching  the  mechanics  of  housekeeping;  and 
xii,  vocations  as  affecting  homemaking. 

Donham.     Marketing  and  Housework  Manual. 

Filene.    Careers  for  Women,  251-254,  the  visiting  housekeeper. 

Forman.    Stories  of  Useful  Inventions,  147-167,  the  invention  of  the  house. 

Gibbs.     Household  Textiles. 

Giles.    Vocational  Civics,  215-218,  domestic  arts. 

Gillette.     Vocational  Education,  97-100,  training  for  women. 

Harvey.     Food  Facts  for  the  Homemaker. 

Henderson.     Practical  Cooking. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  10G-110,  the  homemaker. 

Hutchinson.     The  House  Furnishings  Department. 

Izor.    Costume  Design  and  Home  Planning,  Part  II,  home  planning. 

Kittredge.     Practical  Homemaking. 

The  Home. 

The  home  and  its  management. 

Lapp  and  Mote.    Learning  to  Earn,  chap,  vii,  training  for  the  home. 

Leake.  The  Vocational  Education  of  Girls  and  Women,  Part  I,  education 
for  the  home. 

Nesbitt.     Household  Management. 

Pickard.    Industrial  Booklets,  chap,  vi,  home  economics  booklets. 

Pickard  and  Henegren.  Industrial  Work  for  Girls,  chap,  vii,  home  credit 
exercises. 

Pressey.     A  Vocational  Reader,  175-190. 

Quinn.     Planning  and  Furnishing  the  Home. 

Robison.     Vocational  Education,  265-282,  household  arts  education. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  122  and  123,  institutional  management. 

Underwriter  Printing  and  Publishing  Company.  Live  Articles  on 
Accident  Prevention,  No.  6,  pp.  96-103,  accidents  in  the  home. 

Vincent.  Vocational  Arithmetic,  53,  bread  making;  and  97,  house  fur- 
nishing. 

Weaver.  Vocations  for  Girls,  chap,  xvii,  domestic  service;  xviii,  do- 
mestic science;   and  xxiii,  the  Civil  Service. 

Wilbur.     Everyday  Business  for  Women. 

Women's  Employment  Publishing  Co.  Careers,  218  and  219,  institu- 
tional administration. 

JANITOR 

Gowtn  and  Wheatley.    Occupations,  164,  and  190-195. 
Moran.    Over  100  Ways  to  Work  One's  Way  through  College,  87,  janitor 
work  in  public  buildings. 


DOMESTIC  AND  PERSONAL  SERVICE  97 

LAUNDERER 

Hutchinson.      The  House  Furnishings  Department,  chap,  xii,  laundry 

equipment. 
Kittredge.     The  Home,  chap,  viii,  laundry  work,  in  the  home. 
Quinn.    Planning  and  Furnishing  the  Home,  chap,  xv,  the  home  laundry. 
Robison.     Vocational  Education,  265-282,  household  arts  education. 
Thompson,  Eliza  B.     The  Cotton  and  Linen  Departments,  chap,  xxvi,  the 

laundering  of  cotton  and  linen  fabrics. 

MANICURIST 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  94-96. 

RESTAURANT  KEEPER 

Filene.  Careers  for  Women,  93,  94,  restaurant  work;  209-213,  the 
cafeteria  manager;  241-245,  restaurant  manager;  245-247,  tea  room 
manager. 

Giles.    Vocational  Civics,  218-220,  hotels  and  restaurants. 

Hoerle  and  Saltzberg.  The  Girl  and  the  Job,  73-76,  the  tea  room 
manager. 

Kober  and  Hanson.  Diseases  of  Occupation  and  Vocational  Hygiene, 
699  and  700. 

Vincent.     Vocational  Arithmetic,  30,  the  restaurant. 

Women's  Employment  Publishing  Co.  Careers,  191,  tea  room  manage- 
ment;  and  195,  training  and  earnings. 

SERVANT 

(See  also  Household  Assistant.) 

Gordon.    A  Handbook  of  Employments,  70-75,  domestic  service. 

Hutchinson.     The  House  Furnishings  Department,  Part  II,  cooking  and 

cleaning  implements. 
Ketling.     Helpful  Talks  with  Girls,  chap.  viii. 
Kittredge.     Practical  Homemaking. 

Robison.     Vocational  Education,  265-282,  household  arts  education. 
Weaver  and  Byler.     Vocations  for  Boys,  chap,  xi,  men  in  personal  and 

domestic  service. 

WAITER 

Hoerle  and  Saltzberg.    The  Girl  and  the  Job,  41-43,  the  waitress. 
Kober  and  Hanson.     Diseases  of  Occupation  and  Vocational  Hygiene, 

443-446,  abnormal  positions  of  the  body  and  corrective  measures. 
Moran.      Over  100   Ways   to   Work  One's   Way  through   College,   4-6, 

waiting  on  table. 


SECTION  IX 

CLERICAL  OCCUPATIONS 

AUDITOR 

Allen.     Business  Employments,  139,  the  auditing  department. 
Emerson.     Efficiency,  chap,  vii,  the  modern  theory  of  cost  accounting. 
Fairchild.     Training  for  the  Electric  Railway  Business,  85-88;  and  147- 

149. 
Fowler.     Starting  in  Life,  95-103,  and  173-189. 
Gowin  and  Wheatley.     Occupations,  116  and  117,  auditing  division  in 

railroading. 
Helps.     The  Transaction  of  Business,  131-135,  the  importance  of  audits. 
Lough.     Business  Finance. 

Robison.     Vocational  Education,  207-239,  commercial  education. 
Stevens.     Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 

relative  numbers  of  the  sexes  in  commercial  employments,  training  for 

them,  and  the  nature  of  the  work  of  the  auditor. 

BOOKKEEPER 

Allen.  Business  Employments,  45  and  46,  the  bookkeeping  department 
in  manufacture;  48  and  49,  a  typical  balance  sheet;  141;  193  and  194, 
the  bookkeeping  department  in  banking. 

Basset.     Accounting. 

A  valuable  reference  book. 

Bexell  and  Nichols.    Principles  of  Bookkeeping  and  Farm  Accounts. 

Boy  Scouts  of  America.    Business,  1-13,  and  20-22. 

Cody.     Commercial  Tests,  39  and  40,  bookkeeping  tests. 

Fowler.     Starting  in  Life,  95-103,  and  173-189. 

Galloway.  Office  Management,  chaps,  xxviii  and  xxix,  accounting  de- 
partment and  its  activities. 

Giles.  Vocational  Civics,  80-86,  banking;  and  137,  the  position  of  book- 
keeper. 

Gowin  and  Wheatley.    Occupations,  89,  accounting  division. 

Hayward.     Money,  chap,  vii,  keeping  account  of  money. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  19-21. 

Kester.     Accounting  Theory  and  Practice. 

King,  J.  E.     Business  Arithmetic. 

McClelland.  Office  Training  and  Standards,  chap,  xi,  what  the  account- 
ing department  does. 

Nichols  and  Rogers.     Commercial  Law. 

Robison.    Vocational  Education,  207-239,  commercial  education. 

Rollins.     What  Can  a  Young  Man  Do?  chap,  xxiii. 

Shaw,  A.  W.,  Co.  How  to  Handle  and  Develop  Your  Own  Business,  chap, 
ii,  accounts  and  records. 
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Stevens.  Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 
relative  numbers  of  the  sexes  in  commercial  employments,  training  for 
them,  and  the  nature  of  the  work  of  the  bookkeeper. 

Weaver  and  Byler.     Vocations  for  Boys,  chap,  xxiii,  office  work. 

Wilbur.    Everyday  Business  for  Women,  chap,  xi,  simple  bookkeeping. 

Women's  Educational  and  Industrial  Union.  The  Public  Schools  and 
Women  in  Office  Service,  75-77,  bookkeeping. 

Women's  Employment  Publishing  Co.  Careers,  161-163,  women  in 
bookkeeping;   and  171,  training  and  earnings. 

CASHIER 

Allen.     Business  Employments,  139,  the  cashier's  office  in  retail  trade; 

and  191,  the  bank  cashier. 
Fowler.    Starting  in  Life,  173-189,  in  the  bank. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  22-24;   and  41,  the  cafe 

cashier. 
O'Leary.    Department  Store  Occupations,  73-78. 

CORRESPONDENT 

Allen.    Advertising  as  a  Vocation,  54  and  55. 

Business  Employments,  44  and  45,  the  correspondence  department. 

Barnes.    How  to  Teach  Business  Correspondence. 

Cahill.     Office  Practice. 

Cody.     Commercial  Tests. 

In  various  parts  of  the  book  are  tests  in  English  and  in  the  work  done 
by  the  correspondent. 

How  to  Do  Business  by  Letter. 

Dwyer.     The  Business  Letter. 

Gallagher  and  Moulton.    Practical  Business  English. 

Galloway.  Office  Management,  Part  IV,  the  control  of  correspondence  and 
related  activities;   VI,  the  training  and  development  of  office  workers. 

Gardner.     Effective  Business  Letters. 

Hough.    Practical  Exporting,  chap,  v,  foreign  trade  correspondence. 

Kilduff.     The  Private  Secretary. 

Lane.    The  Efficient  Secretary,  chap,  xiv,  writing  a  good  business  letter. 

Leffingwell.     The  Automatic  Letterwriter  and  Dictation  System. 

McClelland.  Office  Training  and  Standards,  chap,  ii,  handling  corre- 
spondence. 

Maxwell.    If  I  Were  Twenty-one,  chap,  ix,  writing  a  business  letter. 

Nystrom.  The  Economics  of  Retailing,  303,  the  correspondence  depart- 
ment of  the  mail  order  house. 

Orcutt.     The  Writer  s  Desk  Book. 

Robison.     Vocational  Education,  207-239,  commercial  education. 

Shaw,  A.  W.,  Co.  How  to  Handle  and  Develop  Your  Own  Business,  chap, 
iv,  result-getting  letters. 

How  to  Manage  an  Office. 

Webster.     English  for  Business. 
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FILING  CLERK 

Allen.     Advertising  as  a  Vocation,  55. 

Dwyer.     The  Business  Letter,  Part  V,  the  filing  of  letters  and  papers. 

Gardner.    Effective  Business  Letters,  chap,  xxii,  filing  correspondence. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  6  and  7. 

Kilduff.     The  Private  Secretary,  chap,  vi,  filing. 

Lane.     The  Efficient  Secretary,  chaps,  x  and  xi. 

Library  Bureau.     Filing  as  a  Prof ession  for  Women. 

McClelland.    Office  Training  and  Standards,  chap,  vi,  the  filing  system. 

OFFICE  BOY 

Allen.    Advertising  as  a  Vocation,  43;  49,  the  office  man;   79  and  80. 

Business  Employments,  141  and  142,  advancement  of  boys  in  the 

office  department  of  a  store;    and   146  and   147,  in  the  advertising 
department. 

Go  win  and  Wheatley.    Occupations,  93,  beginning  as  an  office  boy. 

McKeever.     Training  the  Boy,  46  and  47. 

Weaver  and  Byler.    Vocations  for  Boys,  154-156,  office  work  for  the  boy. 

OFFICE  CLERK 

Allen.    Advertising  as  a  Vocation,  43  and  79. 

Business  Employments,  chap,  ii,  the  general  offices;   iii,  the  factory 

offices;  viii,  the  office  department  in  retail  trade;  and  Part  III,  banking. 

Cahill.     Office  Practice. 
Cody.     Commercial  Tests. 

The  book  contains  numerous  sample  tests  on  the  general  work  of  the 
clerk. 

How  to  Do  Business  by  Letter. 

Devine.    Choosing  a  Boy's  Career,  chaps,  iv  and  viii,  opportunity  for  the 

clerk  in  government  service  and  commercial  work  in  Great  Britain. 
Dixon.    Vocational  Guidance  for  Girls,  180-183,  office  work. 
Dwyer.     The  Business  Letter. 
Fowler.    Starting  in  Life,  321-336,  the  public  service  and  Civil  Service 

examination. 
Galloway.     Office  Management,  Part  VI,  training  and  development  of 

office  workers. 
Giles.    Vocational  Civics,  chap,  ii,  Government  service;  80-86,  banking; 

and  134-139,  the  office  force. 
Gordon.    A  Handbook  of  Employments,  304,  sorting  clerks;  325-327,  and 

366  and  367,  clerical  department;   and  393-395,  Civil  Service  clerks. 
Gowin  and  Wheatley.    Occupations,  87  and  88,  office  division ;   127  and 

140,  Civil  Service. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  6-11,  the  office  girls. 
Kelley  and  Allen.     The  Shipbuilding  Indtistry,  209-217,  departments 

and  subdivisions  of  office  workers  at  Hog  Island. 
Kilduff.     The  Private  Secretary,  chap,  vi,  filing. 
King,  J.  E.     Business  Arithmetic. 
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Kober  and  Hanson.    Diseases  of  Occupation  and  Vocational  Hygiene, 

443-446,  abnormal  positions  of  the  body  and  corrective  measures. 
Leake.     The  Vocational  Education  of  Girls  and  Women,  chap,  xii,  educa- 
tion for  office  service. 
Leffingwell.     The  Automatic  Letterwriter  and  Dictation  System. 
McClelland.     Office  Training  and  Standards. 
O'Leary.     Department  Store  Occupations. 
Rindsfoos.     Purchasing,  80-86,  departmental  organization. 
Robison.     Vocational  Education,  207-239,  commercial  education. 
Rollins.    What  Can  a  Young  Man  Do?  265-270,  consular  clerks. 
Shaw,  A.  W.,  Co.    How  to  Handle  and  Develop  Your  Oum  Business,  chap, 
viii,  office  methods. 

How  to  Manage  an  Office. 

Stevens.     Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 
relative  numbers  of  the  sexes  in  commercial  employments,  training  for 
them,  and  the  nature  of  the  work  of  the  clerk. 
Tappan.     Travelers  and  Traveling,  chap,  iv,  how  freight  and  express  are 

handled. 
Weaver.     Vocati ons  for  Girls,  chap,  xxii,  office  work;  and  xxiii,  the  Civil 

Service. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxvii,  banking,  brokerage, 
and  insurance;   and  xxix,  the  Civil  Service;  and  186,  how  one  boy  be- 
came a  bank  cashier. 
Williams,  George  H.     Careers  for  Our  Sons,  178-200,  the  Civil  Service 
in  Great  Britain ;   204-208,  the  post  office  and  other  departments;  and 
chap,  xviii,  general  clerkships. 
Women's  Educational  and  Industrial  Union.    The  Public  Schools  and 

Women  in  Office  Service. 
Women's  Employment  Publishing  Co.     Careers,  249,  259,  and  260, 

women  as  clerks  in  the  Civil  Service  in  Great  Britain. 
Women's  Occupational  Bureau.     Women  in  Banking  in  the  City  of 
Minneapolis. 

STENOGRAPHER 

Allen.    Business  Employments,  45,  the  stenographic  department. 

Barnes.    How  to  Teach  Business  Correspondence. 

Boy  Scouts  of  America.    Business,  1-13,  22  and  23. 

Cahill.     Office  Practice. 

Dwyer.     The  Business  Letter. 

Eaton  and  Stevens.     Commercial  Work. 

Training  and  opportunities  for  girls  in  commercial  work. 
Fowler.     Starting  in  Life,  119-128. 
Gallagher  and  Moulton.     Practical  Business  English. 
Galloway.    Office  Management,  Part  IV,  the  control  of  correspondence 
and  related  activities;  VI,  the  training  and  development  of  office  workers. 
Giles.     Vocational  Civics,  134-139,  the  office  force. 
Gordon.     A  Handbook  of  Employments,  346-348. 
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STENOGRAPHER  (continued) 

Gowin  and  Wheatley.  Occupations,  87  and  88,  office  division;  93  and 
94,  self-preparation;  and  127-140,  Civil  Service. 

Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  11-17. 

Ketling.     Helpful  Talks  with  Girls,  chap.  xv. 

Kilduff.     The  Private  Secretary. 

Lane.     The  Efficient  Secretary. 

Laselle  and  Wiley.     Vocations  for  Girls,  chap.  iii. 

Leffingwell.     The  Automatic  Letterwriter  and  Dictation  System. 

McClelland.    Office  Training  and  Standards,  chap,  iii,  stenographic  work. 

Orcutt.     The  Writer's  Desk  Book. 

Owen.     The  Secret  of  Typewriting  Speed. 

Robison.     Vocational  Education,  207-239,  commercial  education. 

Rollins.  What  Can  a  Young  Man  Do?  chap,  xxiv;  and  xxxix,  service 
in  the  Philippines. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information,  62-65,  secretarial  and  stenographic  work. 

Stevens.  Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 
relative  numbers  of  the  sexes  in  commercial  employments,  training  for 
them,  and  the  nature  of  the  work  of  the  stenographer. 

Weaver.  Vocations  for  Girls,  chap,  xxii,  office  work;  and  xxiii,  the  Civil 
Service. 

Weaver  and  Byler.  Vocations  for  Boys,  chap,  xxiv,  stenography  and 
typewriting. 

Women's  Educational  and  Industrial  Union.  The  Public  Schools  and 
Women  in  Office  Service. 

Women's  Employment  Publishing  Co.  Careers,  192  and  193,  how  to 
run  a  shorthand  and  typewriting  office. 

TYPEWRITER 

Barnes.    How  to  Teach  Business  Correspondence. 
Boy  Scouts  of  America.     Business,  1-13. 
Cahill.     Office  Practice. 

Cody.     Commercial  Tests,  37-39;  and  160-163,  typewriting  tests. 
Dwyer.     The  Business  Letter. 
Eaton  and  Stevens.     Commercial  Work. 
Fowler.     Starting  in  Life,  119-128. 
Gallagher  and  Moulton.     Practical  Business  English. 
Galloway.     Office  Management,  Part  IV,  the  control  of  correspondence 
and  related  activities;  VI,  the  training  and  development  of  office  workers. 
Giles.     Vocational  Civics,  134-139,  the  office  force. 
Gordon.     A  Handbook  of  Employments,  346-348. 
Hoerle  and  Saltzberg.     The  Girl  and  the  Job,  8. 
Ketling.     Helpful  Talks  with  Girls,  chap.  xv. 
Kilduff.     The  Private  Secretary. 
Lane.     The  Efficient  Secretary. 
Laselle  and  Wiley.     Vocations  for  Girls,  chap.  iii. 
Leffingwell.     The  Automatic  Letterwriter  amd  Dictation  System. 
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McClelland.     Office   Training  and  Standards,  chap,   iii,  stenographic 

work. 
Owen.     The  Secret  of  Typewriting  Speed. 

Robison.     Vocational  Education,  207-239,  commercial  education. 
Stevens.     Boys  and  Girls  in  Commercial  Work,  chaps,  i-iv,  and  ix-xvii, 

relative  numbers  of  the  sexes  in  commercial  employments,  training  for 

them,  and  the  nature  of  the  work  of  the  typewriter. 
Weaver.    Vocations  for  Girls,  chap,  xxii,  office  work;  and  xxiii,  the  Civil 

Service. 
Weaver  and  Byler.    Vocations  for  Boys,  chap,  xxiv,  stenography  and  type- 
writing. 
Women's  Educational  and  Industrial  Union.    The  Public  Schools  and 

Women  in  Office  Service. 
Women's  Employment  Publishing  Co.    Careers,  192  and  193,  how  to 

run  a  shorthand  and  typewriting  office. 


SECTION  X 

A  GENERAL  LIST  OF  SOURCE  MATERIAL 

(Alphabetically  Arranged) 

Adams,  Henry  C.  Description  of  Industry:  An  Introduction  to  Eco- 
nomics. Henry  Holt  and  Company,  New  York,  1918. 
This  book  undertakes  to  describe  the  business  world  so  as  to  show  the 
forces  that  control  and  to  provide  a  background  for  vocational  training. 
For  student,  executive  in  business  or  industry,  or  general  reader.  The  title 
is  loosely  used,  including  both  manufacture  and  trade,  but  the  text  is  simple 
and  trustworthy. 

Adams,  Joseph  H.  Harper's  Electricity  Book  for  Boys.  With  an  Explana- 
tion of  Electric  Light,  Heat,  Power,  and  Traction,  and  a  Dictionary  of 
Electrical  Terms.  Harper  and  Brothers,  New  York,  1907. 
The  story  of  electricity  simply  told.  Its  service  to  mankind,  and  the  va- 
rious kinds  of  apparatus  invented  for  its  use.  A  most  excellent  book,  but 
necessarily  lacking  information  upon  very  recent  developments  in  the 
field. 

Harper's  Machinery  Book  for  Boys.    Harper  and  Brothers,   New 

York,  1909. 

An  account  of  the  development  of  tools  and  machinery  in  common  use. 
Suitable  for  use  as  a  textbook,  for  supplementary  reading,  or  for  self- 
teaching.     A  very  useful  and  interesting  book. 

Harper's  Outdoor  Book  for  Boys.   Harper's  Practical  Books.   Harper 

and  Brothers,  New  York,  1907. 

The  object  of  this  book  is  to  show  boys  how  to  do  accurately  things  which 
are  quite  within  their  powers,  and  things  which  will  be  a  means  of  satisfac- 
tion when  accomplished.  It  tells  how  to  make  articles  used  about  the 
home  and  in  sport  and  recreation,  such  as  chickencoops,  skees  and  snow- 
shoes,  kites  and  aeroplanes,  boats,  and  camping  equipment.  Every  boy 
should  have  such  a  book  in  the  play  period  of  his  life  and  from  it  would 
learn  many  lessons  of  thinking  and  acting  for  himself. 

Agger,  Eugene  E.   Organized  Banking.  Henry  Holt  and  Company,  New 

York,  1918. 
This  book  grew  out  of  a  course  on  money  and  banking  given  by  the  author 
at  Columbia  University.  Most  of  the  basic  structure  was  drawn  from  Dun- 
bar's Chapters  on  the  History  and  Theory  of  Banking.  It  was  prepared  both 
for  the  student  and  general  reader.  It  treats  the  banking  systems  of  Eng- 
land, France,  and  Germany  and  discusses  at  considerable  length  our  own 
federal  reserve  system.  The  distinct  contribution  of  the  book  lies  in  its 
method  of  approach  and  in  its  excellent  organization  of  the  material  in 
this  field. 

Aiken,  Charlotte  R.     The  Millinery  Department.    Department  Store 

Merchandise  Manuals.  The  Ronald  Press  Company,  New  York,  1918. 
The  nature  and  manufacture  of  materials  used  in  the  millinery  trade  and 
the  principles  of  taste  in  selection  for  wear.   The  book  is  designed  for  sales- 
people of  millinery  and  contains  useful  information  and  suggestion. 
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Alexander,  Hartley  Burr.  Letters  to  Teachers,  And  Other  Papers  of  the 

Hour.  The  Open  Court  Publishing  Company,  Chicago,  1919. 
This  volume  presents  a  study  of  the  educational  problems  of  the  present 
time  in  the  State  of  Nebraska.  It  treats  of  the  school  and  the  community, 
the  curriculum,  school  organization,  the  teacher's  profession,  and  other 
important  topics.  It  was  written  during  the  World  War  and  is  urgent  with 
the  call  of  the  lessons  of  the  war.  The  book  is  of  value  to  all  who  are  deal- 
ing with  the  training  and  direction  of  the  young. 

Allen,  Frederick  J.  Advertising  as  a  Vocation.  Introduction  by  Pro- 
fessor Paul  T.  Cherington.  The  Macmillan  Company,  New  York,  1919. 
This  book  shows  the  nature,  growth,  and  probable  future  of  advertising, 
the  divisions  and  extent  of  the  field,  the  many  kinds  of  mediums  employed, 
and  the  various  opportunities  for  employment  to  be  found  in  publicity 
work.  For  young  people  and  their  advisers.  Especial  emphasis  is  placed 
upon  the  demands  made  upon  the  individual,  the  conditions  necessary  for 
success,  and  the  rewards  that  may  be  found  in  this  vocation. 

Business  Employments.    Ginn  and  Company,  Boston,  1916. 

The  volume  presents  in  a  simple  and  clear  manner  the  nature,  extent,  op- 
portunities, and  high  demands  of  the  business  world.  Modern  methods  of 
business  organization  and  activity  are  shown  by  numerous  charts,  dia- 
grams, descriptive  and  critical  material,  and  statistics  from  the  national 
census.  It  may  be  used  as  a  textbook  for  grammar  and  high  schools. 
Business  experts  were  consulted  at  every  step  in  the  preparation  of  the 
work. 

The  Law  as  a  Vocation.    Revised  Edition.    Introduction  by  William 

Howard  Taft.    Harvard  University  Press,  Cambridge,  1919. 

A  critical  study  of  opportunities,  responsibilities,  and  rewards  in  the  pro- 
fession of  the  law,  for  those  who  may  be  considering  this  profession.  "A 
model  of  scientific  investigation  and  judicious  exposition."  The  manu- 
script was  submitted  to  many  legal  authorities  for  criticism.  Instead  of 
being  written  to  attract  and  arouse  enthusiasm,  this  book  presents  facts, 
and  aims  to  dissuade  the  unfit,  as  well  as  to  help  the  fit. 

The  Shoe  Industry.     Revised  and  enlarged  Edition.     Henry  Holt 

and  Company,  New  York,  1921. 

It  is  the  purpose  of  this  book  to  describe  the  nature,  history,  magnitude, 
operations  and  processes,  employment  opportunities,  and  future  of  the 
shoe  industry,  both  for  those  already  in  it  and  for  other  persons,  and  their 
advisers  and  teachers,  who  may  be  considering  employment  in  this  field. 
Used  as  a  textbook  in  the  Boston  Continuation  School.  "The  most  com- 
prehensive and  valuable  industrial  study  yet  made."  —  Professor  F.  G. 
Bonser. 

Anderson,  Frederick  Irving.  The  Farmer  of  Tomorrow.  The  Macmil- 
lan Company,  New  York,  1913. 
This  book  discusses  at  length  the  two  fundamental  problems  of  farming, 
land  and  soil  fertility.  It  presents  the  facts  that  less  than  one  half  of 
present  farm  land  is  improved  and  that  the  exhaustion  of  the  fertility  of 
the  soil  has  become  a  subject  of  national  importance.  The  information 
set  forth  is  invaluable  for  those  who  desire  to  follow  agricultural  pursuits 
on  a  large  scale,  and  helpful  for  any  one  engaged  in  farming. 
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Andrews,  Lincoln  C,  Captain  U.  S.  Cavalry.    Fundamentals  of  Military 

Service.  J.  B.  Lippincott  Company,  Philadelphia,  1916. 
The  fundamental  principles  of  training,  nature,  and  requirements  of  mili- 
tary service.  Prepared  at  the  request  of  Major  General  Leonard  Wood, 
U.  S.  Army,  and  under  his  supervision.  Has  special  chapters  by  Major  S. 
A.  Cheney,  Corps  of  Engineers,  Captain  C.  A.  Kilbourne,  Coast  Artillery 
Corps,  Captain  E.  T.  Collins,  10th  Infantry,  Captain  C.  A.  Sloane,  Signal 
Corps,  and  Lieut.  J.  S.  Hammond,  Field  Artillery.  A  textbook  for  training 
in  American  military  camps,  and  designed,  also,  to  give  the  civilian  infor- 
mation upon  and  an  appreciation  of  military  duty.  A  clear  exposition  of 
modern  military  science. 

Apprenticeship  and  Skilled  Employment  Association,  The.  Trades 
for  London  Boys  and  How  to  Enter  Them.  Reissue,  with  additions. 
Longmans,  Green,  and  Company,  London,  1912. 
Brief  and  technical  descriptions  of  the  leading  trades  which  boys  enter  in 
Great  Britain.  In  each  case  treatment  is  given  to  apprenticeship,  wages, 
labor  unionism,  and  such  facts  as  should  be  known  by  a  vocational  ad- 
viser, parent,  or  boy  who  is  going  to  enter  the  occupation.  The  trades 
presented  are  similar  in  their  nature  in  the  main  to  trades  in  our  own 
country. 

Trades  for  London  Girls  and  How  to  Enter  Them.    A  companion  book 

to  "Trades  for  London  Boys."  Longmans,  Green,  and  Company,  Lon- 
don, 1909. 
This  booklet  deals  with  industrial  education  for  girls  and  with  the  trades 
open  to  them.  It  emphasizes  the  features  of  each  occupation  which  should 
be  known  by  the  counselor  and  by  the  girl  entering  the  employment. 
These  two  publications  present  excellent  material  for  the  student  of  vo- 
cational guidance. 

Aves,  Ernest.     Juvenile  Employment  in  the  Building  Trades.     Bloom- 
field's  Readings  in  Vocational  Guidance,  602-646.    Ginn  and  Company, 
Boston,  1915. 
Part  of  a  Report  of  an  Inquiry  into  the  Conditions  of  Juvenile  Employ- 
ment in  London.     An  excellent  study,  well  arranged  and  of  value  to 
vocational  counselor  and  worker. 

Bacon,  Frederick  H.  Everyday  Law:  A  Plain  Statement  of  the  Ele- 
mentary Principles  of  Law  Governing  Ordinary  Business  Transactions. 
Robert  M.  McBride  &  Co.,  New  York,  1913. 

A  brief  and  convenient  handbook  for  those  engaged  in  business  affairs  or 

wishing  to  know  something  of  the  nature  of  the  law  and  its  business 

applications. 

Baker,  Ira  Osborn.    A  Treatise  on  Masonry  Construction.    John  Wiley 

&  Sons,  New  York,  1909. 
Descriptions  and  characteristics  of  the  materials  of  masonry  construction, 
their  preparation  and  use,  and  the  building  of  foundations  and  other  mas- 
onry structures.  For  student,  engineer,  and  workman.  The  author  is 
professor  of  civil  engineering  in  the  University  of  Illinois,  and  a  widely 
known  authority. 

Baldwin,  Simeon  E.  The  Young  Man  and  the  Law.  Vocational  Series. 
The  Macmillan  Company,  New  York,  1920. 
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A  discussion  of  the  attractions  of  the  legal  profession,  the  objections  to 
choosing  it,  the  personal  qualities  and  preparation  necessary  for  success 
in  it,  and  the  ideals  for  which  it  stands.  Designed  for  the  young  man  who 
is  about  to  choose  a  profession.  The  author  has  long  been  a  professor  in 
the  Yale  Law  School  and  a  widely  known  authority  in  the  field  of  law. 
This  book  is  the  first  of  a  vocational  series  of  twelve  volumes,  to  be  written 
by  representatives  of  different  vocations. 

Ball,  Katharine  F.,  and  West,  Miriam  E.    Household  Arithmetic.    J.  B. 

Lippincott,  Philadelphia,  1920. 
The  main  purpose  of  this  book  is  to  train  girls  to  understand  and  deal  with 
the  economic  problems  of  the  home.  It  is  intended  for  use  in  regular 
arithmetic  classes  in  the  upper  grades  and  in  classes  in  household  arts 
such  as  those  in  vocational  schools  organized  under  the  Smith-Hughes 
Law.     A  practical  and  useful  text. 

Barham,  George  R.  Masonry:  An  Elementary  Text-Book  for  Students 
in  Trade  Schools  and  Apprentices.  Longmans'  Technical  Handicraft 
Series.    Longmans,  Green,  and  Company,  New  York,  1914. 

A  technical  treatise  on  the  trade,  of  value  both  for  student  and  worker. 

Barnard,  Charles.     Tools  and  Machines.    Silver  Burdett  &  Company, 

New  York,  1903. 
An  account,  in  brief  compass,  of  the  development  of  tools,  utensils,  and 
instruments.     Suitable  for  collateral  study  in  vocational  schools  and  of 
interest  and  value  to  the  modern  mechanic. 

Barnes,  Charles     B.    The  Longshoremen.     Russell  Sage  Foundation, 

New  York,  1915. 
A  picture  of  the  laborers  of  the  waterfront,  conditions  which  affect  them, 
relations  between  them  and  their  employers  and  bosses,  and  their  own 
efforts  to  improve  their  lot  in  life.  A  wide  and  comprehensive  study  of  a 
division  of  labor  about  which  little  has  formerly  been  known,  and  a  dis- 
tinct contribution  to  industrial  literature. 

Barnes,  Nathaniel  Waring.  How  to  Teach  Business  Correspondence: 
Methods,  Materials  and  Assignments  for  Training  Correspondents  and 
Letter  Writers.  A.  W.  Shaw  Company,  New  York,  1916. 
This  book  is  designed  to  furnish  those  who  train  others  to  write  business 
letters  with  effective  methods,  selected  materials,  and  suggestive  assign- 
ments for  vitalizing  their  instruction.  This  is  a  helpful  little  book  both 
for  school  use  and  instruction  in  business  offices. 

Barrett,  H.  J.    How  to  Sell  More  Goods.    Harper  and  Brothers,  New  York, 

1918. 
A  presentation  of  the  work  done  by  the  traveling  salesman  and  by  the 
counter  salesman,  with  a  study  of  sales  management  and  the  attributes 
necessary  for  selling.     Suitable  for  use  in  commercial  courses  and  as  a 
reference  book.    A  practical  and  sensible  treatment  of  the  subject. 

Barritt,  Leon.     How  to  Draw:   A  Practical  Book  of  Instruction  in  the 

Art  of  Illustration.    Harper  and  Brothers,  New  York,  1904. 
This  book  sets  forth  in  a  simple,  practical  way  the  basic  principles  of  illus- 
tration.   It  is  suitable  for  use  in  art  classes  and  for  private  students.    The 
chief  value  of  the  book  consists  in  the  excellence  of  its  illustrative  drawings. 
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Bassett,  Sara  Ware.    The  Story  of  Glass.    The  Industrial  Series.    The 

Penn  Publishing  Company,  Philadelphia,  1916. 
The  Story  of  Leather.    The  Industrial  Series.    The  Penn  Publishing 

Company,  Philadelphia,  1915. 

The  Story  of  Lumber.    The  Industrial  Series.    The  Penn  Publishing 


Company,  Philadelphia,  1912. 

—  The  Story  of  Porcelain.    The  Industrial  Series.    The  Penn  Publishing 
Company,  Philadelphia,  1919. 

The  Story  of  Silk.     The  Industrial  Series.     The  Penn  Publishing 


Company,  Philadelphia,  1918. 

The  Story  of  Sugar.    The  Industrial  Series.     The  Penn  Publishing 


Company,  Philadelphia,  1917. 
These  stories  give  simple  accounts  of  the  natures  of  the  three  industries 
treated  and  of  the  various  kinds  of  work  found  in  them.  They  were  de- 
signed as  reading  materials  up  through  the  grades  to  the  junior  high  school. 
They  are  well  written  and  illustrated. 

Basset,  William  R.    Accounting  as  an  Aid  to  Business  Profits.    A.  W. 

Shaw  Company,  New  York,  1918. 
Not  a  text  treatise  on  accountancy,  but  an  explanation  of  its  principles 
and  practices.  Discusses  the  need  of  accounting,  essentials  of  book- 
keeping, accounting  for  the  retailer  and  jobber,  control  reports  for  the  ex- 
ecutive, and  similar  divisions  of  the  subject.  Written  for  the  business 
man  who  wishes  to  increase  his  profits  and  for  the  banker  and  investor 
who  desire  information  on  the  bookkeeping  of  concerns  with  which  they 
deal.    A  useful  reference  book  for  bookkeeper  and  accountant. 

When  the  Workmen  Help  You  Manage.     The  Century  Company, 

New  York,  1919. 
The  distinctive  value  of  this  book  is  the  emphasis  placed  upon  giving 
workers  a  greater  interest  and  keener  joy  in  work  than  have  obtained  in 
large  establishments  in  recent  years.  It  presents  principles  for  a  satis- 
factory basis  for  modern  management,  and  was  designed  for  the  capitalist, 
executive,  and  superintendent.  It  should  be  of  great  assistance  in  handling 
labor  problems. 

Bates,  Edward  L.,  and  Charlesworth,  Frederick.     Mechanics  for 
Builders.    Part  I  and  Part  II.    Longmans'  Technical  Handicraft  Series. 
Longmans,  Green,  and  Company,  New  York,  1914. 
The  principles  of  mechanics  that  underlie  design  and  form  in  buildings 
and  other  structures,  adapted  to  text  use  and  general  consultation. 

Bennett,  Charles  A.    The  Manual  Arts.    Second  Edition.    The  Manual 

Arts  Press,  Peoria,  Illinois,  1919. 
This  book  discusses  the  selection  and  organization  of  subject  matter  and 
methods  of  teaching  in  the  manual  arts.    For  normal  classes  and  reading 
circles.     The  best  brief  treatise  yet  issued,  perhaps,  on  the  pedagogy  of 
the  subject. 

Bennett,  Helen  M.     Women  and  Work:   The  Economic  Value  of  Col- 
lege Training.    D.  Appleton  and  Company,  New  York,  1917. 
The  values  of  college  training  for  women,  the  problems  of  the  college  girl, 
and  the  place  of  the  college  girl  among  women.    Especially  suitable  for  the 
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counselor,  student,  and  college  graduate.  The  author  is  manager  of  the 
Chicago  Collegiate  Bureau  of  Occupations  and  writes  out  of  her  large  ex- 
perience in  dealing  with  educated  young  women.  The  counsel  of  the 
book  is  sound  and  the  treatment  of  the  uses  of  psychology  in  vocational 
guidance  safely  conservative. 

Beveridge,  Albert  J.     The  Young  Man  and  the  World.    D.  Appleton 

and  Company,  New  York,  1906. 
This  book  presents  a  series  of  articles  first  printed  in  The  Saturday  Evening 
Post,  and  dealing  with  the  relation  of  a  person  to  the  world,  with  the  home, 
education,  the  law,  public  speaking,  preaching,  statesmanship,  literature, 
and  invention.  It  stands  on  the  borderline  between  earlier  inspirational 
books  and  later  vocational  guidance  studies.  The  style  is  popular  and 
powerful. 

Bexell,  J.  H.  and  Nichols,  F.  G.    Principles  of  Bookkeeping  and  Farm 

Accounts.     American  Book  Company,  New  York,  1913. 
A  simple  textbook  upon  the  bookkeeping  and  business  practice  usually 
associated  with  farming,  designed  for  use  in  ungraded  schools  in  rural 
communities.    Suitable,  also,  for  use  on  the  farm. 

Bentns,  Charles  F.  The  Potter's  Craft:  A  Practical  Guide  for  the  Studio 
and  Workshop.  With  42  Illustrations  and  Plates.  D.  Van  Nostrand 
Company,  New  York,  1910. 
Presents  the  simple  elements  and  practice  of  pottery  work  from  the  prepa- 
ration of  the  clay  to  decoration  and  firing,  with  a  short  chapter  on  clay 
working  for  children.  An  attractive  text  showing  well  the  nature  of  the 
occupation. 

Bishop,  Avard  Longlet,  and  Keller,  Albert  Galloway.  Industry 
and  Trade:  Historical  and  Descriptive  Account  of  Their  Development 
in  the  United  States.  Ginn  and  Company,  Boston,  1918. 
Representative  industries  are  treated  and  considerable  attention  is  given 
to  agencies  and  method  of  distribution.  The  dominant  purpose  of  the 
book  is  to  afford  a  perspective  of  workday  life  as  a  developing  unit.  A 
textbook  for  use  in  industrial  and  commercial  schools  and  a  valuable  addi- 
tion to  vocational  literature,  although  sacrificing  the  idea  of  the  worker  to 
a  description  of  the  industry. 

Bloomfield,  Daniel.  Compiler  and  Editor.  Selected  Articles  on  Em- 
ployment Management,  The  H.  W.  Wilson  Company,  New  York,  1919. 
The  purpose  of  this  volume  is  to  present  the  best  material  available  on  the 
new  subject  of  employment  management  in  the  form  of  a  handbook  for 
ready  reference.  A  selected  bibliography  and  examples  of  employment 
bureau  forms  are  included.  It  is  designed  for  use  by  personnel  executives 
and  students  in  employment  courses.  A  most  valuable  contribution  to 
the  literature  of  the  field. 

Labor  Maintenance:    A  Practical  Handbook  of  Employees'  Service 


Work.  The  Ronald  Press  Company,  New  York,  1920. 
This  volume  points  out  the  better  method  of  what  was  once  known  as 
"welfare  work,"  and  makes  clear  the  principles  of  sound  service  work  in 
industrial  and  other  establishments.  It  will  be  found  of  great  value  to  the 
personnel  manager  and  others  interested  in  the  various  branches  of  em- 
ployment service. 
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Bloomfield,  Meyer.     Labor  and  Compensation.     Volume  7,   Factory 
Management  Course.    Industrial  Extension  Institute,  New  York,  1918. 

This  volume  presents  the  details  of  the  new  science  of  labor  management. 
It  treats  of  the  employment  department,  organizing  the  labor  supply, 
analyzing  the  job,  selecting  employees,  labor  maintenance,  service  fea- 
tures, the  labor  executive,  and  other  labor  and  economic  subjects  con- 
nected with  management.  For  executives,  employment  managers,  and 
ambitious  young  men  who  enter  the  field  of  industry.  "This  book  aims 
to  interpret  the  meaning  of  this  new  time  in  terms  of  sound  managerial 
practice  and  initiative." 

Management  and  Men:   A  Record  of  New  Steps  in  Industrial  Rela- 


tions.   The  Century  Company,  New  York,  1919. 

The  main  text  of  this  book  consists  of  articles  written  for  The  Saturday 
Evening  Post,  by  which  the  author  was  commissioned  near  the  close  of 
the  World  War  to  investigate  industrial  conditions  in  Great  Britain,  in- 
cluding the  period  immediately  following  the  armistice.  Extensive  illus- 
trative material  upon  industrial  relations  has  been  added  which  brings  an 
important  message  for  industry  in  the  United  States.  For  managers  and 
workers  in  industry  in  the  United  States. 

Editor.     Readings  in  Vocational  Guidance.     Ginn  and  Company, 


Boston,  1915. 

This  volume  brings  together  the  best  articles  written  by  about  forty 
authors,  educators,  vocational  counselors,  social  workers,  and  others, 
during  the  first  half  decade  of  the  vocational-guidance  movement.  The 
material  is  classified  under  the  view  point  of  vocational  guidance,  its 
foundations,  examples  of  vocational  information,  and  particular  aspects  of 
vocational  guidance.  It  is  a  monumental  work  and  should  be  in  the  hands 
of  every  vocational  counselor. 

Youth,  School,  and   Vocation.      With   an   Introduction   by  Henry 


Suzzallo.    Houghton  Mifflin  Company,  Boston,  1915. 

This  book  presents  an  extended  study  of  principles  and  beginnings  in  vo- 
cational guidance.  It  constitutes  a  survey  of  the  vocational-guidance 
movement  and  of  the  progress  made  in  this  country  and  abroad  in  the 
early  period  of  the  work.  It  is  of  permanent  interest  to  the  vocational 
counselor  and  all  interested  in  the  vocational  welfare  of  young  people. 

Bloomfield,  Meyer,  and  Willits,  Joseph  H.,  Editors.  Perso?inel  and 
Employment  Problems  in  Industrial  Management.  The  Annals.  The 
American  Academy  of  Political  and  Social  Science,  Philadelphia,  1916. 

Articles  from  many  authorities  in  the  field  of  employment  management, 
describing  the  development  of  the  movement  and  the  employment  prac- 
tice of  the  time.  The  first  considerable  body  of  material  brought  together 
upon  the  subject,  and  designed  to  aid  in  the  establishment  and  conduct 
of  personnel  departments. 

Blunt,  Katherine,  and  Sprague,  Elizabeth  C.  Food  and  the  War:  A 
Textbook  for  College  Classes,  prepared  under  the  direction  of  the 
Collegiate  Section  of  the  United  States  Food  Administration  with  the 
cooperation  of  the  Department  of  Agriculture  and  the  Bureau  of 
Education.    Houghton  Mifflin  Company,  Boston,  1918. 
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Part  I  deals  with  the  world  food  situation  arising  out  of  the  war,  and  with 
food  values;  Part  II,  with  the  preparation  and  use  of  foods.  The  volume 
contains  useful  occupational  information  in  its  treatment  of  the  sources 
and  preparation  of  food  products. 

Boughton,  Alice  C.  Household  Arts  and  School  Lunches.  Cleveland 
Education  Survey.  The  Survey  Committee  of  the  Cleveland  Founda- 
tion, Cleveland,  Ohio,  1916. 
One  of  the  volumes  of  the  Cleveland  Education  Survey.  Treats  of  the 
place  of  household  arts  in  elementary  and  secondary  education,  infant 
hygiene,  household  arts  in  Cleveland  high  schools,  and  related  topics. 
Intended  as  an  aid  to  the  household  arts  teacher.  A  good  exposition  of 
progressive  work  and  methods. 

Bowsfield,  C.  C.    Making  the  Farm  Pay.    Forbes  &  Company,  Chicago, 

1919. 
Farming  opportunities,  the  raising  of  vegetables,  fruit,  poultry,  and  dairy 
products,  the  marketing  of  produce,  and  other  phases  of  agriculture.  Ex- 
pert information,  for  the  person  engaged  in  agriculture,  upon  securing  the 
biggest  returns  from  the  soil  and  making  farm  life  more  attractive.  One 
of  the  best  and  most  widely  used  books. 

Boy  Scouts  of  America.  "Be  Prepared":  For  Merit  Badge  Examina- 
tions. New  York,  1919-1920. 
A  series  of  pamphlets  issued  by  the  Boy  Scouts  of  America  in  connection 
with  the  scheme  of  awarding  merit  badges  to  first  class  scouts.  Each 
pamphlet  shows  something  of  the  nature  and  history  of  the  occupation 
treated,  its  attractiveness,  how  to  prepare  for  it,  and  its  earnings.  The 
treatment  is  well  adapted  to  boys  of  the  Scouting  age,  and  useful  for  voca- 
tional guidance  purposes. 

The  selected  numbers  of  the  series  follow: 

Architecture.    Beverly  S.  King,  Associate  American  Institute  of  Archi- 
tects. 

Black  smithing. 

Business. 

Cooking.     Horace  Kephart. 

Electricity. 

Firemanship. 

Forestry.    Sidney  L.  Moore,  Former  Assistant  District  Forester,  U.  S. 
Forest  Service. 

Gardening. 

Handicraft. 

Leather  Working. 

Life  Saving.    Wilbert  E.  Longfellow,  of  American  Red  Cross. 

Mining. 

Public  Health.    Dr.  T.  Wood  Clarke. 

Safety  First. 

Sculpture.    Walter  S.  Perry,  Director  School  of  Fine  and  Applied  Arts, 
Pratt  Institute,  Brooklyn. 

Seamanship. 
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Brace,  George  M.,  and  Mayne,  D.  D.  Farm  Shop  Work.  With  an  in- 
troduction by  C.  A.  Prosser.  American  Book  Company,  New  York, 
1915. 
Written  primarily  for  pupils  in  agriculture  in  elementary  and  secondary 
schools  and  in  practical  arts  classes  in  rural  schools,  Of  high  value  for 
all  who  have  to  do  with  repair  and  construction  problems  in  farm  and 
village  life. 

Brewer,  John  M.    The  Vocational-Guidance  Movement.    The  Macmillan 

Company,  New  York,  1918. 
"The  purpose  of  this  book  is  to  make  clear  the  problems  with  which  the 
vocational-guidance  movement  deals;  to  examine  and  evaluate  the  at- 
tempts so  far  made  to  solve  these  problems  in  schools  and  occupations; 
and  to  propose  plans,  in  the  light  of  what  has  already  been  accomplished, 
for  the  further  progress  of  this  movement."  This  is  the  standard  text 
upon  the  subject  and  of  value  to  all  working  in  the  field  or  interested  in  its 
development. 

Brewster,  Edwin  Tenney.     Vocational  Guidance  for  the  Professions. 

Rand  McNally  and  Company,  New  York,  1917. 
A  vocational  guidance  study  of  the  law,  the  ministry,  teaching,  medicine, 
science,  engineering  and  invention,  agriculture,  literature  and  journalism 
and  the  fine  arts.  For  the  vocational  counselor  and  youth.  Like  the 
earlier  success  books  this  little  volume  over-emphasizes  the  examples  of 
successful  persons,  and  contains  some  exaggerations  of  statement. 

Brokaw,  H.  Clifford,  and  Starr,  Charles  A.  Putnam's  Automobile 
Handbook:  The  Care  and  Management  of  the  Modern  Motor-Car. 
G.  P.  Putnam's  Sons,  New  York,  1918. 
This  book  presents  the  results  of  many  years  of  teaching  chauffeurs  in  the 
Automobile  School  of  the  West  Side  Young  Men's  Christian  Association, 
New  York  City.  It  does  not  claim  to  be  exhaustive  but  to  give  a  working 
knowledge  of  the  automobile  so  that  the  chauffeur  or  automobile  owner 
may  know  how  to  deal  with  the  ordinary  difficulties  that  arise  in  driving 
a  car.    It  is  a  practical  first-aid  treatise. 

Brown,  Charles  R.     Yale  Talks.    Yale  University  Press,  New  Haven, 

1919. 
Ten  lectures  delivered  at  Yale,  Harvard,  Princeton,  Columbia,  Cornell, 
Amherst,  Williams,  and  other  colleges.    Intended  to  help  young  men  in 
passing  from  education  into  active  life.    A  masterly  treatise  on  the  con- 
duct of  life. 

Bryner,  Edna.  Dressmaking  and  Millinery.  Cleveland  Education  Sur- 
vey. The  Survey  Committee  of  the  Cleveland  Foundation,  Cleveland, 
Ohio,  1916. 

One  of  the  twenty-five  sections  of  the  Education  Survey  of  Cleveland. 
Presents  the  nature  of  the  sewing  trades,  present-day  dressmaking,  work- 
ing conditions,  and  wages  in  the  trade,  millinery  manufacture  and  business 
in  Cleveland,  learning  by  apprenticeship,  training  given  in  the  public 
school,  and  the  needs  of  workers.    For  teacher,  girl,  and  parent. 

The  Garment  Trades.     Cleveland  Education  Survey.     The  Survey 


Committee  of  the  Cleveland  Foundation,  Cleveland,  Ohio,  1916. 
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Another  of  the  sections  of  the  Cleveland  Education  Survey.  Deals  with 
the  history  of  the  industry,  clothing  manufacture  in  Cleveland,  operations 
in  the  trade,  sources  of  workers,  earnings,  regularity  of  employment, 
training  and  promotion,  and  preparation  for  entering  the  industry.  For 
school  and  home  use.  These  two  volumes  by  Miss  Bryner  are  simple, 
clear,  exhaustive  enough  for  practical  purposes,  and  of  high  value  to  those 
entering  the  needle  trades  and  to  teachers  in  other  communities. 

Buchanan,  Florence.    Home  Crafts  of  Today  and  Yesterday.     Harper 

and  Brothers,  New  York,  1917. 
How  to  make  at  home  a  variety  of  necessary  and  ornamental  articles  for 
home  use.    For  the  home  maker,  and  suitable  also  for  classes  in  arts  and 
crafts.    A  helpful  book  of  precise  and  clear  instructions. 

Bucheb,  Elmer  E.  Practical  Wireless  Telegraphy:  A  Complete  Text 
Book  for  Students  of  Radio  Communication.  Revised  Edition.  Wire- 
less Press,  New  York,  1917. 
A  general  treatment  of  the  fundamentals  of  electricity  and  magnetism  and 
the  practical  operation  of  a  radio  set.  No  attempt  is  made  to  treat  the 
subject  with  rigid  scientific  accuracy  or  great  completeness,  but  to  enable 
one  to  understand  and  manipulate  the  apparatus.  Fifty  thousand  copies 
printed  in  1917  and  1918,  for  use  in  United  States  radio  schools.  The 
standard  text  in  this  new  field. 

Bureau  of  Business  Research.    Bulletins.    Graduate  School  of  Business 

Administration,  Harvard  University,  Cambridge,  Mass. 
This  series  of  bulletins  does  not  describe  the  nature  of  the  lines  of  business 
presented,  but  gives  scientific  treatment  to  certain  important  features  in 
those  lines,  as  indicated  by  the  titles.  The  material  was  secured  from 
hundreds  of  establishments  throughout  the  country,  and  the  studies  were 
designed  for  business  owners,  wholesalers,  retailers,  managers,  and  ac- 
countants. The  series  is  of  very  high  value  and  comprises  the  following 
numbers : 

1.  Object  and  History  of  the  Bureau  with  Some  Preliminary  Figures  on  the 
Retailing  of  Shoes.     (Out  of  print.) 

2.  Harvard  System  of  Accounts  for  Shoe  Retailers.     1917. 

3.  Harvard  System  of  Accounts  for  Retail  Grocers.     1917. 

4.  Depreciation  in  the  Retail  Shoe  Business.     1915. 

5.  Expenses  in  Operating  Retail  Grocery  Stores.     (Out  of  print.) 

6.  Harvard  System  of  Accounts  for  Shoe  Wholesalers:  Explanation  of  the 
Profit  and  Loss  Statement.     1917. 

7.  Harvard  System  of  Stock  Keeping  for  Shoe  Retailers.     1916. 

8.  System  of  Operating  Accounts  for  Wholesale  Grocers:    Explanation  of 
the  Profit  and  Loss  Statement.     1916. 

9.  Operating  Expenses  in  the  Wholesale  Grocery  Business.     1917. 

10.  Management  Problems  in  Retail  Shoe  Stores.     1918. 

11.  System  of  Operating  Accounts  for  Hardware  Retailers.     1918. 

12.  Operating  Expenses  in  Retail  Hardware  Stores.     1919. 

13.  Management  Problems  in  Retail  Grocery  Stores.     1919. 

14.  Methods  of  Paying  Salesmen  and  Operating  Expenses  in  the  Wholesale 
Grocery  Business  in  1918. 
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Bureau  of  Business  Research  (continued) 

15.  Operating  Accounts  for  Retail  Jewelry  Stores.     1918. 

16.  Operating  Accounts  for  Retail  Drug  Stores.     1920. 

17.  International  Comparisons  of  Prices  of  Cotton  Cloth.     1920. 

18.  Operating  Expenses  in  Retail  Grocery  Stores  in  1919. 

19.  Operating  Expenses  in  the  Wholesale  Grocery  Business  in  1919. 

20.  Operating  Expenses  in  Retail  Shoe  Stores  in  1919. 

21.  Operating  Expenses  in  Retail  Hardware  Stores  in  1919. 

Burgess,  Thornton  W.    The  Boy  Scouts  on  Lost  Trail.    The  Boy  Scouts 
Series.     The  Penn  Publishing  Company,  Philadelphia,  1914. 

• The  Boy  Scouts  on  Swift  River.    The  Boy  Scouts  Series.    The  Penn 

Publishing  Company,  Philadelphia,  1913. 

The  Boy  Scouts  in  a  Trapper  s  Camp.     The  Boy  Scouts  Series. 


Penn  Publishing  Company,  Philadelphia,  1915. 

The  Boy  Scouts  of  Woodcraft  Camp.    The  Boy  Scouts  Series.    The 


Penn  Publishing  Company,  Philadelphia,  1912. 
The  author  is  an  experienced  Scout-master,  identified  with  the  Boy  Scout 
movement  from  its  beginning.  His  stories  carry  a  group  of  boys  through  a 
series  of  outdoor  adventures  and  show  how  some  got  into  trouble  by  neg- 
lecting good  Scout  principles,  and  how  they  were  saved  by  observing  those 
same  principles.  There  is  plenty  of  woodcraft,  canoeing,  camping  and 
other  outdoor  experience  in  the  stories. 

Burns,  Elmer  Ellsworth.     The  Story  of  Great  Inventions.    Harper  and 

Brothers,  New  York,  1910. 
An  account  of  the  mechanical  devices  used  by  man  from  the  time  of 
Archimedes  to  the  modern  aeroplane.     For  the  young  inventor,  scientist, 
and  all  interested  in  the  material  progress  of  the  race.    Suitable  for  sup- 
plementary reading  for  school  courses  in  science.    A  fascinating  book. 

Butler,  Elizabeth  Beardsley.  Saleswomen  in  Mercantile  Stores: 
Baltimore,  1909.  New  York  Charities  Publication  Committee,  Russell 
Sage  Foundation,  1912. 
This  book  presents  the  result  of  the  investigation  of  the  employment  of 
women  in  thirty-four  retail  stores,  approaching  the  department  store 
type,  in  a  single  city.  Baltimore  was  selected  as  representative  of  the 
average  community.  It  presents  the  nature  of  employment,  nationality, 
weekly  wages,  welfare  work,  and  other  information  of  special  interest  in 
the  employment  of  women,  and  is  of  special  value  for  the  vocational  guid- 
ance worker  and  young  woman  entering  into  employment. 

Byrom,  T.  H.     The  Physics  and  Chemistry  of  Mining:    An  Elementary 
Class-Book  for  the  Use  of  Mining  Students.    Third  Edition.    The  Nor- 
man T.  Henley  Company,  New  York.     Crosby  Lockwood  and  Son, 
London,  1918.  ' 
Treats  of  the  composition  of  air,  and  the  importance  of  an  abundant  supply 
of  it  in  mining;    the  constitution  and  properties  of  the  gases  met  with  in 
the  mine;  the  behavior  of  these  gases  under  varying  conditions  of  tempera- 
ture and  pressure;   and  the  indications  of  the  barometer,  the  humidity  of 
air  in  a  mine,  and  the  dangers  of  coal  dust.    This  information  is  absolutely 
necessarv  to  all  who  are  in  charge  of  work  in  the  coal  mines. 
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Cabot,  Richard  C.  Social  Work:  Essays  on  the  Meeting-Ground  of 
Doctor  and  Social  Worker.  Houghton  Mifflin  Company,  Boston,  1919. 
Treats  the  historical  development  of  social  assistance  in  medical  work, 
equipment  of  the  social  assistant,  his  work  as  an  investigator,  social 
therapeutics,  and  the  motive  of  social  work.  For  medical  student,  practi- 
tioner, assistant,  and  social  worker.  This  book  treats  of  a  great  and 
growing  division  of  social  service,  in  which  the  author  is  the  leading 
authority. 

Training  and  Rewards  of  the  Physician.    Lippincott's  Training  Series. 

J.  B.  Lippincott  Company,  Philadelphia,  1918. 
Training  and  opportunities  in  four  divisions  of  the  field  of  medicine,  — 
research  and  teaching,  general  practice,  specializing,  and  public  health. 
For  the  prospective  student  of  medicine.  Dr.  Cabot  is  widely  known  for 
his  progressive  attitude,  and  the  book  severely  arraigns  some  of  the  present 
day  practices  in  the  field,  both  "orthodox"  and  "irregular  cults."  A  power- 
ful and  searching  book. 

Cadbury,  Edward.    Experiments  in  Industrial  Organization.    Longmans, 

Green,  and  Company,  New  York,  1912. 
Studies  in  the  selection,  education,  and  discipline  of  industrial  employees, 
provisions  for  their  health,  safety,  and  recreation,  and  methods  of  pay  and 
organization  in  industries  in  England  a  decade  ago.    Still  of  interest  to  the 
students  of  industrial  conditions. 

Cahill,  Mary  F.,  assisted  by  Ruggeri,  Agnes  C.    Office  Practice.    The 

Macmillan  Company,  New  York,  1919. 
A  definitely  organized  course  in  general  office  training.     Treats  of  the 
handling  of  mail,  the  filing  of  records,  the  use  of  time  and  labor-saving 
office  machines,  the  use  of  the  telephone,  telegrams,  and  cablegram.    In- 
tended for  use  in  the  commercial  high  school.    Very  clear  and  practical. 

Calkins,  Earnest  Elmo.    The  Business  of  Advertising.    D.  Appleton  and 

Company,  New  York,  1915. 
Shows  briefly  the  work  of  those  who  deal  in  advertising.  The  nature  and 
function  of  advertising,  its  various  divisions,  selling  at  retail,  the  qualifica- 
tions and  training  necessary  for  the  worker  in  an  advertising  department, 
organizations,  and  a  business  library.  For  the  student,  publicity  worker, 
manager,  or  business  man.  Accurate,  up-to-date,  well  written,  a  standard 
in  the  field. 

Campbell,  H.  Colin.  Concrete  on  the  Farm  and  in  the  Shop.  Second 
Edition.  The  Norman  W.  Henley  Publishing  Company,  New  York,  1920. 
A  brief  treatment  of  the  commonest  e very-day  uses  of  concrete,  describing 
the  construction  of  tanks,  posts,  floors,  and  other  things  in  which  con- 
crete has  become  an  invaluable  aid  to  the  farmer.  Written  in  simple 
language  so  that  any  farmer  or  farm  laborer  may  easily  follow  its  directions. 

How  to  Use  Cement  for  Concrete  Construction  for  Town  and  Farm: 

Including  Formulas,  Drawing,  and  Specific  Instruction  to  Enable  the 
Reader  to  Construct  Farm  Equipment.  Stanton  and  Van  Vliet  Com- 
pany, Chicago,  1920. 

This  book  describes  fully  the  various  uses  to  which  concrete  may  be  put 

in  rural  localities.     It  is  an  ideal  book  for  the  agricultural  school  and  a 

practical  guide  for  the  worker  in  concrete. 
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Cannon,  Ida  M.    Social  Work  in  Hospitals.    Russell  Sage  Foundation, 

New  York,  1913. 
This  volume  presents  the  results  of  a  wide  investigation  of  the  social  ser- 
vice departments  of  hospitals  in  this  country,  and  of  a  valuable  experi- 
ence in  the  work  itself.    It  is  written  with  sympathetic  insight  into  the 
personal  and  social  problems  involved. 

Carus,  Paul.  Our  Children:  Hints  from  Practical  Experience  for  Parents 
and  Teachers.  The  Open  Court  Publishing  Company,  Chicago,  1912. 
This  small  volume  treats  of  the  importance  of  the  first  steps  in  the  intel- 
lectual and  emotional  development  of  children.  It  discusses  training  in  the 
fundamental  principles  of  right  living  and  the  values  of  some  of  the  early 
studies  taken  up  in  the  schools.  It  emphasizes  the  finding  of  truth  and 
beauty  in  the  facts  of  nature  rather  than  in  imaginary  abstractions. 

Center,  Stella  Stewart.  The  Worker  and  His  Work:  Readings  in 
Present-Day  Literature  Presenting  Some  of  the  Activities  by  Which 
Men  and  Women  the  World  over  Make  a  Living.  J.  B.  Lippincott 
Company,  Philadelphia,  1920. 

Selections  from  narrative,  description,  essay,  and  poetry,  of  interest  to 

young  people  who  are  studying  occupations. 

Chancellor,  William  Estabrook.    Educational  Sociology.   The  Century 

Company,  New  York,  1919. 
This  volume  presents  a  study  of  social  movements,   institutions,  and 
measurement.    It  will  be  found  of  interest  to  the  teacher  and  student  of 
social  conditions. 

Chittick,  James.    Silk  Manufacturing  and  Its  Problems:   Being  a  Series 
of  Papers  on  Important  Questions  of  Interest  to  All  Those  Engaged  in 
the  Manufacture  and  Distribution  of  Silks  and  Other  Textiles.    James 
Chittick,  New  York,  1913. 
This  volume,  founded  upon  the  personal  experience  and  observation  of  the 
author,  presents  the  fullest  treatment  of  the  subject  now  available.   While 
written  primarily  for  the  producers  and  distributors  of  silk  goods  it  is  of 
almost  equal  worth  to  those  engaged  in  other  branches  of  the  textile  in- 
dustry.   The  author  is  a  consulting  silk  specialist. 

Cleveland  Education  Survey.  The  Survey  Committee  of  the  Cleve- 
land Foundation,  Cleveland,  Ohio,  or  Division  of  Education,  Russell 
Sage  Foundation,  New  York,  1916. 
Twenty-five  volumes  on  vocational  education,  nine  of  them  presenting  a 
vocational  survey  of  the  city  of  Cleveland.  For  these  see  Bryner,  Edna; 
Fleming,  Ralph  D. ;  Lutz,  R.  R. ;  O'Leary,  Iris  P. ;  Shaw,  Frank  L. ;  and 
Stevens,  Bertha. 

These  books  describe  the  operations  involved  in  the  trades  presented, 
the  conditions  of  employment,  the  educational  training  needed,  the  op- 
portunities for  advancement,  earnings,  and  other  vocational  features. 
They  are  simple  enough  to  be  used  by  parents  and  pupils  as  well  as  by 
teachers  and  investigators.  While  accurate  local  information  is  given, 
much  of  the  material  is  sufficiently  general  to  be  applied  to  any  city.  The 
series  represents  the  most  extensive  survey  yet  made  in  an  American  com- 
munity and  is  indispensable  to  a  vocational  guidance  or  occupational 
library. 
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Coapman,  John.  How  to  Systematize  Your  Factory.  A.  W.  Shaw  Com- 
pany, New  York,  1913. 

Steps  by  which  a  run-down  factory  was  put  on  a  paying  basis ;  how  inven- 
tory was  taken,  stores  listed,  and  classified,  buying  systematized,  payroll 
compiled;  how  waste  space  was  utilized  and  kinks  in  routine  straightened. 
For  the  factory  manager,  purchasing  agent,  department  superintendent, 
and  accountant.    Brief  and  practical. 

Cochrane,  Robert.  The  Romance  of  Industry  and  Invention.  W.  &  R. 
Chambers,  Ltd.,  London. 

Interesting  accounts  of  some  of  the  discoveries  and  inventions  that  have 
revolutionized  industry  and  produced  new  methods  in  business. 

Cockin,  T.  H.  An  Elementary  Class-Book  of  Practical  Coal-Mining.  The 
Norman  W.  Henley  Company,  New  York.  Crosby  Lockwood  and  Son, 
London,  1918. 

This  book  presents  the  fundamental  elements  of  geology  and  gives  a  full 
account  of  the  work  done  in  coal-mining.  It  contains  a  map  of  the  British 
coal-fields  and  over  200  illustrations  specially  drawn  and  engraved  for 
this  book.  The  material  presented  ranges  from  the  simple  facts  that 
must  be  known  by  a  worker  in  the  mines  to  the  scientific  practices  of  the 
mining  engineer. 

Cody,  Sherwin.  Commercial  Tests  and  How  to  Use  Them.  World  Book 
Company,  Yonkers-on-Hudson,  New  York,  1919. 

The  principles  of  scientific  tests  and  the  use  in  the  school  room  of  the  na- 
tional business  ability  tests,  devised  by  the  leading  commercial  educators 
of  the  country.  For  use  with  commercial  students  and  of  high  value  in 
training. 

How  to  Do  Business  by  Letter.     Business  Practice  Series.     World 

Book  Company,  Yonkers-on-Hudson,  New  York,  1918. 

An  extended  discussion  of  the  principles  and  practice  of  ordinary  com- 
mercial correspondence  and  of  securing  business  by  mail.  For  commercial 
schools  and  classes.  The  book  emphasizes  the  value  of  the  psychological 
appeal  in  a  business  letter  and  the  desirability  of  using  language  which 
avoids  both  modern  business  slang  and  old-time  formality.  It  is  especially 
valuable  in  its  treatment  of  correct  English. 

Coe,  Fanny  E.  Heroes  of  Everyday  Life:  A  Reader  for  the  Upper  Grades. 
Ginn  and  Company,  Boston,  1911. 

Selections  from  popular  literature  dealing  with  the  work  of  men  in  every- 
day walks  of  life  in  which  duty  is  the  paramount  issue.  Excellent  reading 
for  young  people  both  in  the  school  and  at  home. 

Cohen,  Julius  Henry.  An  American  Labor  Policy.  The  Macmillan 
Company,  New  York,  1919. 

A  sane  discussion  of  some  of  the  leading  problems  at  present  uppermost 
in  the  labor  world,  pointing  out  that  the  economic  law  is  often  at  variance 
with  the  legal  statute  and  that  all  who  deal  with  labor  should  understand 
its  economic  problems.  The  author  is  one  of  the  safest  and  wisest  leaders 
in  the  labor  movement. 
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Collet,  Clara  E.    Conditions  of  Juvenile  Employment  in  the  Bookbinding 
and  Stationery  Trades  (Girls)  in  London,  October,  1911-March,  1912. 
Bloomfield's  Reading  in  Vocational  Guidance,  6C6-678.    Ginn  and  Com- 
pany, Boston,  1915. 
A  Report  on  an  Inquiry  communicated  by  the  Board  of  Trade  to  the  Lon- 
don Juvenile  Advisory  Committe  for  use  in  connection  with  the  Juvenile 
Section  of  the  London  Exchanges. 

Important  occupational  facts  secured  from  100  firms  in  bookbinding  or 
stationery  manufacture,  and  employing  over  17,000  persons,  summarizing 
the  work  done  by  girls  and  women. 

Conditions  of  Juvenile   Employment  in  the   Ready-made    Women's 

Clothing  Trades  in  London  in  the  Spring  of  1911.  Bloomfield's  Readings 
in  Vocational  Guidance.    Ginn  and  Company,  Boston,  1915. 

Also  a  report  of  the  Board  of  Trade  for  the  Juvenile  Section  of  the  London 

Exchanges.    Vital  information,  briefly  summarized,  upon  the  employment 

of  young  people  in  the  garment  trades. 

Collins,  A.  F.  Easy  Lessons  in  Wireless:  A  Practical  Course  of  Instruc- 
tion on  the  Principles,  Construction,  and  the  Workings  of  Wireless  Ap- 
paratus for  the  Use  of  Students,  Experimenters,  and  Operators.  Theo. 
Audel  &  Company,  New  York,  1917. 

This  is  a  pocket  manual  suitable  for  class  instruction  and  for  reference  use 

by  the  operator. 

Collins,   Nelson.      Opportunities    in    Merchant    Ships.      Harper    and 

Brothers,  New  York,  1919. 
This  little  volume  discusses  the  reasons  for  and  against  going  to  sea,  how 
to  get  to  sea,  and  what  to  do  on  shipboard.    It  gives  helpful  information 
on  ship  companies  and  ocean  trade,  and  upon  the  use  of  spare  time  at  sea. 

Commons,  John  R.,  and  Andrews,  John  B.    Principle  of  Labor  Legisla- 
tion.   Harper  and  Brothers,  New  York,  1916. 
A  statement  of  the  bases  on  which  labor  laws  have  been  enacted.    For  the 
student  of  labor  problems.    Contains  twenty-four  pages  of  selected  bibliog- 
raphy upon  the  subject  of  labor  legislation. 

Conyngton,  Thomas,  and  Smart,  Elizabeth  A.,  Collaborator.  Business 
Law:  A  Working  Manual  of  Every-day  Law.  The  Ronald  Press  Com- 
pany, New  York,  1918. 
Presents  the  general  theory  of  law,  contracts,  sales,  agency,  negotiable 
instruments,  insurance,  forms  of  business  organization,  property,  wills, 
taxation,  and  other  topics.  Designed  as  a  manual  of  advice  for  those 
who  own  property,  do  business,  or  engage  in  financial  affairs.  Suitable  also 
for  use  in  business  and  law  courses.    Excellent  and  authoritative. 

Cooke,  Morris  Llewellyn,  Editor.  Modern  Manufacturing:  A  Partner- 
ship of  Idealism  and  Common  Sense.  The  Annals.  The  American 
Academy  of  Political  and  Social  Science,  Philadelphia,  1919. 
A  series  of  articles  by  men  of  high  standing  in  the  fields  of  business  and 
industry  upon  the  present-day  problems  of  production.  Deals  with  the 
aims  of  industry,  location,  size,  organization,  personnel,  production, 
finance,  selling,  research,  and  publicity.  Excellent  material  for  managers, 
superintendents,  and  foremen. 
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Copeland,  Melvin  T.,  Editor.    Business  Statistics.    Harvard  University 

Press,  Cambridge,  1917. 
This  book  treats  of  statistical  methods,  statistical  indices  of  business  con- 
ditions, statistics  of  sales  and  advertising,  statistics  of  factory  manu- 
facture, and  statistics  for  the  chief  executive.  It  is  primarily  a  book  of 
suggestions  for  chief  executives  in  both  large  and  small  establishments. 
The  body  of  the  book  consists  of  articles  prepared  by  well  known  experts 
in  record  keeping  in  ordinary  business.  It  is  a  distinct  contribution  to 
business  literature. 

Corbin,  John.     Which  College  for  the  Boy?:   Leading  Types  in  American 

Education.     Houghton  Mifflin  Company,  Boston,  1908. 
Sketches  of  six  typical  American  Universities,  presenting  such  informa- 
tion as  is  most  likely  to  help  one  in  choosing  among  them,  and  including 
chapters  upon  "The  Farmer's  Awakening,"  and  "The  Small  College 
versus  the  University." 

Crane,  W.  E.  American  Stationary  Engineering.  Third  Edition,  Re- 
vised. The  Norman  W.  Henley  Publishing  Company,  New  York,  1917. 
A  practical  work  which  begins  at  the  boiler  room  and  takes  in  the  whole 
power  plant.  Gives  plain  description  of  everyday  work  about  engines, 
boilers,  and  their  accessories;  also  facts,  rules,  and  general  information 
gathered  from  thirty  years'  practical  experience  by  the  author  as  running, 
erecting,  and  designing  engineer.    Both  a  text  and  reference  work. 

Crawshaw,  Fred  D.     Problems  in  Furniture  Making.     Ninth  Edition. 

The  Manual  Arts  Press,  Peoria,  Illinois,  1919. 
Material  on  the  design  and  construction  of  furniture  and  methods  of  finish- 
ing.   A  partial  text  and  reference  book  for  wood-working  classes,  designed 
to  follow  one  year's  bench  work.    Forty-three  full-page  working  drawings 
of  furniture  in  common  use. 

Cromwell,  Arthur  D.  Agriculture  and  Life:  A  Text-Book  for  Normal 
Schools  and  Teachers'  Reading  Circles.  J.  B.  Lippincott  Company, 
Philadelphia,  1915. 
Most  of  the  material  of  the  book  consists  of  lectures  delivered  before 
Farmers'  and  Teachers'  Institutes.  It  covers  very  fully  the  problems  of 
the  various  divisions  of  the  industry.  It  is  of  too  advanced  and  general 
a  nature  to  be  used  for  ordinary  agricultural  school  classes.  Its  treatment 
of  the  problems  of  country  life  is  especially  helpful. 

Croy,  Mae  Savell.    1000  Shorter  Ways  around  the  House:   A  Handbook 
of  the  Home,  the  Building,  the  Furnishing,  and  the  Work  Therein.    G. 
P.  Putnam's  Sons,  New  York,  1916. 
Hints  for  relieving  the  strain  of  general  housework  and  of  cooking.    A  use- 
ful book  for  women  in  the  home. 

Curtis,  Alice  Turner.     The  Story  of  Cotton.     The  Industrial  Series. 

The  Penn  Publishing  Company,  Philadelphia,  1911. 
In  the  form  of  a  simple  child's  story,  this  book  gives  an  interesting  and 
clear  account  of  the  raising  of  cotton. 

Curtiss,  Glenn  H.,  and  Post,  Augustus.     The  Curtiss  Aviation  Book. 

Frederick  A.  Stokes  Company,  New  York,  1912. 
The  story  of  the  work  of  a  pioneer  American  aviator  and  a  brief  history  of 
aviation,  written  for  "boys  and  girls  —  the  air  pilots  of  the  future." 
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Davis,  Anne.  Occupations  and  Industries  Open  to  Children  between  Four- 
teen and  Sixteen  Years  of  Age.  Board  of  Education,  Chicago,  1914. 
Bloomfield's  Readings  in  Vocational  Guidance,  542-556. 
This  article  treats  of  the  kinds  of  work  open  to  children  in  Chicago,  and 
gives  the  leading  facts  relating  to  fifteen  of  the  occupations.  For  teachers, 
parents,  and  pupils.  A  good  study  of  the  disadvantages  of  entering  em- 
ployment too  early  and  unprepared. 

Davis,  Jesse  Buttrick.     Vocational  and  Moral  Guidance.     Ginn  and 

Company,  Boston,  1914. 
This  book  treats  of  the  problems  of  both  vocational  and  moral  direction 
in  the  public  schools.  Its  chief  value  lies  in  its  presentation  of  the  "Grand 
Rapids  plan,"  the  use  of  English  composition  as  a  means  of  securing  a 
knowledge  of  the  occupations.  The  book  is  of  especial  value  to  counselors 
and  teachers  of  English  and  civics. 

Dean,  Arthur  D.    The  Worker  and  the  State:  A  Study  of  Education  for 
Industrial  Workers.    Introduction  by  Andrew  S.  Draper.    The  Century 
Company,  New  York,  1910. 
A  good  survey  of  industrial  education  in  the  first  decade  of  this  century, 
and  of  value  still  to  those  who  are  engaged  in  this  field  of  education. 

De  Haas,  J.  Anton.     Business  Organization  and  Administration.     The 

Gregg  Publishing  Company,  New  York,  1920. 
The  essential  facts  about  the  best  business  practice  that  may  be  taught  in 
commercial  classes  of  the  high  school  grade.    A  good  book  for  student, 
business  worker,  and  executive. 

Devine,  Henry  C.     Choosing  a  Boy's  Career.    Henry  J.  Glaisher,  55  & 

57  Wigmore  Street,  London,  1914. 
General  consideration  of  the  choice  of  a  career,  a  brief  survey  of  the  occu- 
pational world,  and  the  major  features  of  the  common  occupations  for 
boys.     The  author  was  the  founder  of  the  Future  Career  Association, 
which  was  established  in  London  in  1904. 

De  Vries,  Hugo.  Plant-Breeding:  Comments  on  the  Experiments  of 
Nilsson  and  Burbank.  The  Open  Court  Publishing  Company,  Chicago, 
1907. 
This  volume  treats  of  the  discovery  of  the  elementary  species  of  agricul- 
tural plants,  of  the  production  of  horticultural  novelties  by  Luther  Bur- 
bank,  of  plant-breeding,  and  the  distribution  of  plants.  It  is  suitable  for 
study  and  reading  by  advanced  classes  in  agricultural  schools  and  others 
interested  in  scientific  agriculture.  It  is  of  high  value  in  presenting  the 
most  important  developments  in  the  plant  world  in  recent  years. 

Dewey,  Evelyn.    New  Schools  for  Old:   The  Regeneration  of  the  Porter 

School.  E.  P.  Dutton  &  Company,  New  York,  1919. 
This  book  presents  an  account  of  the  work  done  by  Mrs.  Marie  Turner 
Harvey  in  the  Porter  School  near  Kirksville,  Missouri.  It  discusses  the 
country  life  movement,  the  place  of  the  country  school,  community  growth, 
organizing  of  school  forces,  agriculture,  and  preparation  for  it.  For  the 
teacher  and  person  interested  in  country  life  and  education.  The  material 
presented  is  valuable  and  suggestive  of  much  that  may  be  accomplished 
in  other  communities. 
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Dewey,   Evelyn,  and  Dewey,  John.    Schools  of  To-morrow.     E.  P. 

Dutton  and  Company,  New  York,  1915. 
A  study  of  the  practical  working  out  of  advanced  theories  of  education 
in  selected  schools,  and  a  presentation  of  the  needs  of  modern  education. 
Of  inspiration  and  value  to  all  interested  in  school  improvement  and 
efficiency. 

Dickson,  Marguerite  Stockman.    Vocational  Guidance  for  Girls.    Rand 

McNally  and  Company,  New  York,  1919. 
Discusses  woman's  place  in  society,  the  home,  adolescence,  training  for 
homemaking  and  other  work,  occupations  for  girls,  and  marriage.    For 
the  parent,  counselor,  and  girl  herself.    Written  out  of  long  experience  as 
a  teacher  and  homemaker.    An  excellent  book. 

Dimock,  Julian  A.     The  New  Business  of  Farming.    Frederick  A.  Stokes 

Company,  New  York,  1918. 
A  condensed  handbook  on  the  business  side  of  farming,  presenting  the 
general  principles  which  underlie  success.  Some  of  the  topics  are,  size  of 
farm,  necessary  capital,  rotation  of  crops,  marketing,  live  stock,  opportu- 
nity for  the  individual,  and  the  farm  as  a  home.  The  book  is  intended  for 
the  farmer  who  has  not  had  business  experience  and  for  the  inexperienced 
farm  buyer,  and  presents  important  information  in  brief  and  popular  form. 

Domville-Fife,  Charles  W.  Submarine  Engineering  of  Today:  A  Popu- 
lar Account  of  the  Methods  by  which  Sunken  Ships  are  Raised,  Docks 
Built,  Rocks  Blasted  Away,  Tunnels  Excavated,  and  many  other  Feats 
of  Engineering  beneath  the  Surface  of  the  Water,  together  with  a  De- 
scription of  the  Latest  Types  of  Submarine  Boats.  J.  B.  Lippincott 
Company,  Philadelphia,  1914. 

This  volume  deals  with  the  application  of  many  forms  of  land  engineering 

and  construction  to  under-water  work.    It  is  an  interesting  account  of  a 

most  important  development  in  modern  science. 

Donham,  S.  Agnes.    Marketing  and  Housework  Manual.    Little,  Brown, 

and  Company,  Boston,  1918. 
A  simple  and  clear  text  for  classes  in  household  management,  developed 
out  of  the  author's  many  years  of  experience  in  teaching  girls  in  the  Gar- 
land School  of  Home  Making,  Boston. 

Dooley,  William  H.    A  Manual  of  Shoemaking  and  Leather  and  Rubber 

Products.    Little,  Brown,  and  Company,  Boston,  1912. 
A  popularly  written  treatise  on  shoe  terms,  tanning,  shoe  styles,  the  depart- 
ments of  a  shoe  factory,  kinds  of  shoes,  other  leather  products  manufacture, 
and  rubber  shoe  manufacture.     Designed  as  a  textbook  for  industrial 
schools.    A  good  introduction  to  present  day  methods  in  the  industry. 

Principles  and  Methods  of  Industrial  Education.    Houghton  Mifflin 

Company,  Boston,  1919. 
The  purpose  of  this  book  is  to  meet  the  problem  of  training  teachers  for 
industrial  schools.  It  presents  the  principles  of  education  and  methods  of 
teaching  as  applied  to  industrial  education,  and  the  needs  of  the  industries 
from  both  the  social  and  economic  points  of  view.  It  offers  a  constructive 
plan  of  industrial  education  and  teacher  training.  "Its  value,"  says  Dr. 
Charles  A.  Prosser  in  his  introduction  to  the  book,  "lies  in  its  compact 
summing  up  of  facts  and  principles." 
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Dooley,  William  H.  Textiles,  for  Commercial,  Industrial,  Evening,  and 
Domestic  Arts  Schools.  Also  Adapted  for  Those  Engaged  in  Retail 
and  Wholesale  Dry  Goods,  Wool,  Cotton  and  Dressmakers'  Trades. 
D.  C.  Heath  &  Company,  Boston,  1910. 

This  book  explains  the  manufacture  and  testing  of  the  various  products  of 

the  textile  mills.      Essential  information  only  is  given  and  in  clear  and 

interesting  style. 

Vocational  Mathematics,    D.  C.  Heath  &  Company,  Boston,  1915. 


A  practical  course  in  mathematics,  meant  to  supplement  the  regular 
course  in  school  and  shop.  Facts  and  formulae  used  in  the  mechanical 
trades  throughout  the  leading  branches  of  industry.    A  valuable  text. 

Dunton,  William  Rush.     Occupation  Therapy:    A  Manual  for  Nurses. 

W.  B.  Saunders  Company,  Philadelphia,  1915. 
This  book  gives  a  historical  sketch  of  occupational  therapy,  the  psychologi- 
cal aspects  of  occupations  and  the  general  work  of  the  nurse  in  this  kind 
of  reconstruction  hospital.    It  describes  fully  and  clearly  the  various  forms 
of  occupations  now  in  use  and  is  illustrated  with  original  drawings. 

Reconstruction  Therapy.     W.  B.  Saunders  Company,  Philadelphia, 


1919. 

This  book  sums  up  the  development  in  the  field  of  medical  science  and  the 
art  of  healing  that  has  been  brought  to  general  attention  and  interest  as  a 
result  of  the  World  War.  It  is  intended  to  serve  as  a  guide  to  those  who 
are  engaged  in  occupational  therapy  in  hospitals  and  other  institutions. 
It  has  numerous  illustrations  of  ingenious  and  practical  appliances  for  the 
use  of  disabled  workers.  The  author  is  President  of  the  National  Society 
for  the  Promotion  of  Occupational  Therapy. 

Dwyer,   Ion  E.      The  Business  Letter.     Houghton   Mifflin   Company, 

Boston,  1914. 
This  book  takes  the  student  beyond  the  merely  mechanical  makeup  of  the 
letter  and  aims  to  develop  in  him  ability  to  write  with  the  proper  business 
atmosphere.     It  emphasizes  principles  and  methods  rather  than  techni- 
calities.    A  useful  text. 

Eaton,  Jeannette,  and  Stevens,  Bertha  M.     Commercial  Work  and 

Training  for  Girls.  The  Macmillan  Company,  New  York,  1915. 
An  outgrowth  of  the  work  of  The  Girls'  Bureau  of  Cleveland,  showing  the 
nature  of  the  office  work  done  by  girls  and  the  training  necessary  for  suc- 
cess in  it.  For  the  teacher,  vocational  counselor,  and  social  worker.  The 
book  is  based  on  a  study  of  girls  applying  to  the  bureau  for  office  employ- 
ment and  in  employment  and  of  commerical  courses  in  public  and  private 
schools,  and  its  conclusions  are  applicable  to  conditions  in  any  large 
community. 

Emerson,  Harrington.    Efficiency  as  a  Basis  for  Operation  and  Wages. 

The  Engineering  Magazine,  New  York,  1909. 
This  volume  treats  of  scientific  management  as  the  foundation  of  success 
in  industry  and  in  contributing  to  the  welfare  of  the  workers  and  of 
society.     It  is  of  especial  value  to  the  industrial  executive  and  business 
manager. 
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Ettinger,  Richard  P.,  and  Golieb,  David  E.  Credits  and  Collections. 
Prentice-Hall,  Lie.,  New  York,  1917. 

The  nature  of  credit  and  its  uses  in  the  business  world,  the  securing  and 
analyzing  of  credit  information,  collection  systems  and  their  use  in  secur- 
ing payment  of  bad  debts,  and  information  concerning  credit  insurance, 
guarantees,  and  assignment  of  accounts.  A  business  college  textbook  and 
useful  for  the  business  man.  The  authors  are  men  of  extensive  profes- 
sional and  business  experience,  as  well  as  instructors  in  New  York  Uni- 
versity, and  have  brought  together  exhaustive  and  authoritative  material 
in  this  volume. 

Fairchild,  C.  B.,  Jr.,  under  the  supervision  of  T.  E.  Mitten.  Training 
for  the  Electric  Railway  Business.  Lippincott's  Training  Series,  J.  B. 
Lippincott  Company,  Philadelphia,  1919. 

The  purpose  of  the  book  is  to  explain,  non-technically,  the  business  side 
of  electric  railroading  and,  by  defining  the  electric  railway  organization 
and  its  varied  functions,  to  give  an  insight  into  the  requirements,  op- 
portunities, and  training  involved  in  the  several  departments  of  this 
exacting  business.  For  the  young  man  who  wishes  to  enter  this  field  of 
employment  and  for  the  student  of  business  affairs.  A  good  treatment  of 
the  subject  and  of  the  great  service  of  the  electric  railway. 

Fall,  Frank  Andrews.     Working  for  the  Boss.     The  Piatt  &  Nourse 

Company,  New  York,  1913. 
This  book  tells  what  an  employer  owes  his  employees  and  what  they  owe 
him.     Written  for  young  workers,  it  should  inspire  more  faithful  and 
efficient  service  and  more  altruistic  supervision. 

Farrington,  Frank.  The  Clerks'  Book.  Byxbee  Publishing  Company, 
Chicago,  1907. 

Bits  of  advice  upon  personal  conduct  for  the  selling  clerk  or  salesperson 
in  the  ordinary  store.    A  worth  while  volume  of  pocket  size. 

Federal  Board  for  Vocational  Education,  The.  Bulletins.  "Wash- 
ington, D.  C. 

These  bulletins  have  been  prepared  by  experts  employed  by  The  Federal 
Board  for  use  in  its  administration  of  the  Smith-Hughes  Law  among  the 
various  states.  They  are  of  especial  interest  to  those  concerned  in  the 
problems  of  vocational  education.  The  numbers  lately  available  for  gen- 
eral distribution  are  as  follows: 

12.  Emergency  War  Training  for  Airplane  Mechanics  —  Engine  Repair- 
men, Wood-icorkers,  Riggers,  and  Sheet-Metal  Workers.     1918. 

13.  Agricultural  Education  —  Organization  and  Administration.    1918. 

15.  The  Evolution  of  National  Systems  of  Vocational  Reeducation  for  Dis- 
abled Soldiers  and  Sailors.     1918. 

16.  Emergency  War  Training  for  Radio  Mechanics  and  Radio  Operators. 
1918. 

17.  Trade  and  Industrial  Education  —  Organization  and  Administration. 
1918. 

18.  Evening  Industrial  Schools.     1918. 

19.  Part-Time  Trade  and  Industrial  Education.    1918. 
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Federal  Board  for  Vocational  Education,  The  (continued) 

20.  Buildings  and  Equipment  for  Schools  and  Classes  in  Trade  and  In- 
dustrial Education.     1918. 

21.  The  Home  Project  as  a  Phase  of  Vocational  Agricultural  Education. 
1918. 

22.  Retail  Selling.     1918. 

23.  Clothing  for  the  Family.     1918. 

24.  Vocational  Education  for  Foreign  Trade  and  Shipping.    1918. 

25.  Ward  Occupations  in  Hospitals.     1918. 

26.  Agricultural  Education  —  Some  Problems  in  State  Supervision.   1918. 

27.  The  Training  of  Teachers  of  Vocational  Agriculture.    1919. 

28.  Home   Economics    Education  —  Organization   and   Administration. 
1919. 

29.  Treatment  and  Training  for  the  Tuberculous.     1919. 

30.  Evening  and  Part-time  Schools  in  the  Textile  Industry  of  the  Southern 
States.     1919. 

31.  Training  Courses  in  Safety  and  Hygiene  in  the  Building  Trades.  1919. 

32.  The  Agricultural  and  Industrial  Community  for  Arrested  Cases  of 
Tuberculosis  and  Their  Families.    1919. 

33.  Productive  Vocational  Workshops  for  the  Rehabilitation  of  Tuberculous 
and  Otherwise  Disabled  Soldiers,  Sailors,  and  Marines.    1919. 

34.  Commercial  Education  —  Organization  and  Administration.     1919. 

35.  Use  and  Preparation  of  Food.     1919. 

36.  Foreman  Training  Courses.     1919. 
39.  Coal-Mine  Gases.     1919. 

43.  The  Labor  Audit  —  A  Method  of  Industrial  Investigation.    1919. 
52.   Theory  and  Practice:   Outlines  of  Instruction  in  Related  Subjects  for 

the  Machinist's  Trade,  Including  General  Trade  Subjects  for  Certain 

Other  Occupations.     1919. 

Filene,   Catherine,  Editor.     Careers  for   Women.     Houghton  Mifflin 
Company,  Boston,  1920. 

A  collection  of  studies  of  the  vocations  open  to  women,  written  by  women 
who  are  successfully  doing  the  work  they  describe,  and  of  especial  value 
to  high  school  and  college  undergraduates  about  to  choose  a  career.  Each 
article  describes  a  particular  occupation,  giving  its  nature,  advantages 
and  disadvantages,  preparation  and  necessary  qualifications,  earnings, 
opportunities  for  advancement,  and  other  information  of  high  vocational 
import.  Miss  Filene  is  the  successful  Director  of  the  Intercollegiate  Vo- 
cational Guidance  Association. 

Filsinger,  Ernst  B.  Exporting  to  Latin  America:  A  Handbook  for 
Merchants,  Manufacturers,  and  Exporters.  D.  Appleton  and  Company, 
New  York,  1916. 
This  volume  presents  an  exhaustive  analysis  of  the  problems  involved  in 
United  States  commerce  with  Latin  America.  The  author  has  been 
United  States  consul  of  Costa  Rica  and  Ecuador  and  was  formerly  Presi- 
dent and  Commissioner  to  Latin  America  of  the  Latin  American  Foreign 
Trade  Association.  This  volume  is  a  high  contribution  to  the  rebuilding 
of  world  commerce  in  this  post-war  period. 
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Fleming,  Ralph  D.  Railroad  and  Street  Transportation.  Cleveland 
Education  Survey.  The  Survey  Committee  of  the  Cleveland  Founda- 
tion, Cleveland,  Ohio,  1916. 

One  of  the  twenty-five  sections  of  the  Cleveland  Education  Survey.  Pre- 
sents the  nature  of  the  various  kinds  of  transportation,  requirements  for 
entering  them,  promotion,  discipline,  union  organization,  accidents,  wages, 
hours  of  labor,  and  similar  topics.  For  teachers  and  those  who  may  wish 
to  enter  this  field  of  occupation.  The  information  given  is  brief  and  to  the 
point. 

Forbes,  B.  C.  Men  Who  Are  Making  America.  B.  C.  Forbes  Publishing 
Company,  New  York,  1917. 

Analytical  personal  studies  of  the  lives  of  fifty  of  America's  foremost  busi- 
ness and  financial  leaders  of  the  present  time.  Intended  for  the  general 
reader.  Of  high  inspirational  value  to  ambitious  boys  and  young  men  and 
of  practical  value  to  those  who  wish  to  enter  the  lines  of  business  and  in- 
dustry included  in  the  volume. 

Forman,  S.  E.  Stories  of  Useful  Inventions.  The  Century  Company, 
New  York,  1919. 

The  history  of  those  inventions  which  have  proved  most  useful  to  man  in 
his  daily  life,  and  have  marked  the  pathway  of  human  progress.  Suitable 
for  public  school  use  and  for  the  general  reader.  The  first  single  volume 
presenting  these  inventions  briefly  and  graphically.    Richly  illustrated. 

Fowler,  Nathaniel  C,  Jr.  Starting  in  Life:  What  Each  Calling  Offers 
Ambitious  Boys  and  Young  Men.  Little,  Brown,  and  Company,  Boston, 
1910. 

Popular  accounts  of  the  nature,  work,  opportunities,  and  rewards  of 
thirty-two  lines  of  occupation  open  to  boys  and  young  men.  Written  to 
aid  the  parent  and  young  person  about  to  enter  into  work.  This  book  is 
one  of  the  first  that  preceded  the  vocational  guidance  movement  and  lacks 
something  of  the  practical,  scientific  method  of  the  vocational  counselor. 
It  contains  some  exaggerations  and  unwarranted  statements.  A  large 
part  of  its  value  lies  in  its  inspiration  and  use  of  letters  from  successful 


Fradenburgh,  A.  G.  American  Community  Civics  for  High  Schools  and 
Junior  High  Schools.  Hinds,  Hayden  &  Eldredge,  Inc.,  New  York, 
1919. 

This  book  treats  of  the  nature  of  civil  government  and  civics,  and  local, 
state,  and  national  forms  of  government,  and  gives  information  about 
public  affairs  which  should  be  familiar  to  all  citizens. 

Gallagher,  Oscar  Charles,  and  Moulton,  Leonard  Bowdoin.  Prac- 
tical Business  English.    Houghton  Mifflin  Company,  Boston,  1918. 

A  study  of  the  use  of  English  in  business  transactions,  in  the  business  ac- 
tivities of  the  school,  and  in  the  large  divisions  of  the  business  world.  For 
commercial  and  high  schools.  Founded  upon  experience  in  teaching  and 
the  business  practice  of  numerous  commercial  establishments. 
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Galloway,  Lee.  Office  Management:  Its  Principles  and  Practice,  Covering 
Organization,  Arrangement,  and  Operation  with  Special  Consideration 
of  the  Employment,  Training,  and  Payment  of  Office  Workers.  The 
Ronald  Press  Company,  New  York,  1918. 

Deals  with  the  principles  of  office  organization,  layout,  equipment,  various 
kinds  of  office  work,  and  the  securing,  training,  and  development  of  work- 
ers. A  textbook  for  college  courses  in  business.  Useful  also  for  the  office 
worker,  department  head,  office  manager,  and  business  manager.  A 
comprehensive  and  standard  work. 

Gantt,  H.  L.    Industrial  Leadership.    Yale  University  Press,  New  Haven, 

Conn.,  1916. 
The  principles  of  leadership  by  which  the  author  has  himself  attained  the 
position  of  leader  in  the  industrial  world.  Task  analysis,  elimination  of 
useless  operations,  right  conditions  of  work,  steadying  employment, 
wages,  and  similar  important  topics.  For  those  engaged  in  the  adminis- 
tration of  industrial  enterprises.  While  not  logically  arranged,  the  material 
is  sound  and  in  keeping  with  modern  scientific  management. 

Organizing  for  Work.    Harcourt,  Brace  and  Howe,  New  York,  1919. 

The  doctrine  that  an  unconquerable  democratic  civilization  can  be  estab- 
lished only  by  purging  our  economic  system  of  autocratic  practices  of 
every  kind.    A  genuine  contribution  to  reconstruction. 

Work,  Wages,  and  Profits:    Their  Influence  on  the  Cost  of  Living. 

Works  Management  Library.    The  Engineering  Magazine  Company, 
New  York,  1910. 

Application  of  the  scientific  method  to  the  labor  problem,  utilization  of 
labor,  compensation,  training  in  habits  of  industry  and  cooperation,  profits 
and  their  bearing  upon  the  cost  of  living.  For  the  manager  of  industrial 
enterprises.  The  book  embodies  the  fundamental  principles  of  scientific 
management,  in  which  the  author  was  long  associated  with  Frederick 
W.  Taylor,  and  is  a  masterly  interpretation  of  industrial  conditions  ten 
years  ago. 

Gardner,  Edward  Hall.     Effective  Business  Letters:    Their  Require- 
ments and  Preparation,  with  Specific  Directions  for  the  Various  Types 
of  Letters  Commonly  Used  in  Business.    The  Ronald  Press  Company, 
New  York,  1915. 
Treats  of  make-up  of  letters,  errors  in  language,  letters  of  information' 
orders,  remittances  and  enclosures,  acknowledgments,  adjustments,  filing, 
and  the  principles  of  effective  writing.     A  textbook  for  college  courses  in 
business-letter  writing.    A  very  comprehensive  and  valuable  volume.    An 
excellent  reference  work  for  the  business  man. 

Gerstenberg,  Charles  W.     Materials  of  Corporation  Finance.     Third 
Revised  Edition.    Prentice-Hall,  Inc.,  New  York,  1915. 

This  volume,  containing  over  one  thousand  pages,  presents  original  forms, 
drawn  up  by  experienced  corporation  lawyers,  which  show  in  detail  the 
actual  instruments  used  in  the  organization,  funding,  financial  manage- 
ment, and  reorganization  of  well  known  corporations.  The  book  is  in- 
valuable for  those  who  have  to  do  with  this  kind  of  business. 
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Gerstenberg,  Charles  W.  Principles  of  Business.  Prentice-Hall,  Inc., 
New  York,  1918. 

The  underlying  principles  of  scientific  method  and  their  application  to  the 
departments  of  business,  —  organization,  finance,  management,  advertis- 
ing and  selling,  traffic,  credits,  and  accounting.  For  the  young  man  just 
entering  business  and  for  the  experienced  business  man.  Clear,  simple, 
and  concrete  in  language,  and  of  high  practical  value. 

Gibbs,  Charlotte  M.  Household  Textiles.  Whitcomb  &  Barrows, 
Boston,  1912. 

A  treatise  upon  the  early  development  of  the  textile  arts,  spinning  and 
weaving,  fibers,  bleaching  and  dyeing,  hygiene  of  clothing  materials,  de- 
sign and  color,  labor  conditions  in  the  textile  industries,  and  the  arts  and 
crafts  movement.  A  textbook  for  high  school  courses  and  an  outline  for 
advanced  study.    Written  in  simple  and  clear  language. 

Gilbreth,  Frank  B.  Primer  of  Scientific  Management.  D.  Van  Nos- 
trand  Company,  New  York,  1912. 

A  popularly  written  treatise  on  scientific  management,  dealing  with  defi- 
nitions, principles,  their  application  in  industry,  their  effect  upon  the 
worker,  and  the  relation  of  scientific  management  to  other  lines  of  activity. 
This  clear  and  simple  book  has  served  as  an  aid  to  managers,  superintend- 
ents, and  foremen  in  their  efforts  to  improve  management  practice. 

Gilbreth,  L.  M.  The  Psychology  of  Management:  The  Function  of  the 
Mind  in  Determining,  Teaching,  and  Installing  Methods  of  Least  Waste. 
Sturgis  &  Walton  Company,  New  York,  1914. 

This  volume  presents  a  detailed  study  of  the  subject,  dealing  with  individ- 
uality, functionalization,  measurement,  analysis  and  synthesis,  standardi- 
zation, records  and  programs,  teaching  in  industry,  incentives  in  employ- 
ment, and  welfare.  Suitable  for  students  of  the  subject  and  industrial 
executives.  A  comprehensive  book  and  an  earnest  plea  for  scientific 
management. 

Giles,  Frederic  Mvfor,  and  Giles,  Imogene  Kean.  Vocational  Civics: 
A  Study  of  Occupations  as  a  Background  for  the  Consideration  of  a 
Life-Career.    The  Macmillan  Company,  New  York,  1919. 

This  book,  which  is  an  outgrowth  of  experience  in  giving  vocational  coun- 
sel to  young  people,  presents  a  detailed  study  of  the  leading  groups  of 
occupations.  It  discusses  their  nature,  demands,  rewards,  and  other  vo- 
cational guidance  features.  It  was  designed  for  vocational  counselors  and 
life-career  classes,  and  the  vocational  guidance  material  of  the  book  is 
well  treated. 

Gillette,  John  M.  Vocational  Education.  American  Book  Company, 
New  York,  1910. 

Organized  as  a  course  of  lectures  in  the  College  of  Education  of  the  Uni- 
versity of  North  Dakota  where  the  author  is  professor  of  sociology.  Deals 
with  the  educational  renaissance,  social  demands  of  education,  and 
methods  of  socialization.  For  administrators  and  teachers  in  elementary 
schools.  The  book  represents  a  phase  in  the  development  of  vocational 
education  and  principles  and  ideals  that  are  still  followed. 
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Girls'  Trade  Education  League.  Confectionery  Manufacture.  Bulle- 
tin No.  13,  Vocations  for  Boston  Girls.  Boston,  1912.  Bureau  of  Vo- 
cational Guidance,  Harvard  University. 
Based  upon  information  secured  by  studying  selected  typical  confec- 
tionery establishments  in  Greater  Boston  and  upon  interviews  with  rep- 
resentative persons  in  the  industry.  For  the  use  of  teachers,  parents,  and 
girls.    Good  vocational  guidance  information. 

Knit  Goods  Manufacture.  Bulletin  No.  14,  Vocations  for  Boston  Girls. 


Boston,  1912.  Bureau  of  Vocational  Guidance,  Harvard  University. 
Based  upon  information  secured  from  a  number  of  typical  knitting  mills 
in  Greater  Boston  and  interviews  with  representative  persons  in  the  in- 
dustry.   For  teachers,  parents,  and  girls  who  may  enter  this  occupation. 

Paper  Box  Making.     Bulletin  No.  12,  Vocations  for  Boston  Girls. 


Boston,  1912.  Bureau  of  Vocational  Guidance,  Harvard  University. 
A  study  of  paper  box  making,  including  information  secured  from  persons 
having  a  practical  knowledge  of  the  industry.  For  teachers,  parents,  and 
girls. 

Gordon,  Mrs.  Ogilvie.    A  Handbook  of  Employments.    The  Rosemount 

Press,  Aberdeen,  Scotland. 
This  interesting  volume  deals  with  employment  conditions  for  boys  and 
girls  in  Scotland  in  the  first  decade  of  the  present  century.  It  gives  infor- 
mation upon  educational  training  and  securing  employment,  tables  of  the 
occupations,  and  detailed  information  upon  the  various  occupations.  It 
is  very  comprehensive  and  valuable  for  vocational  guidance  purposes  in 
any  community. 

Gowin,  Enoch  Burton.    The  Executive  and  His  Control  of  Men:  A  Study 

in  Personal  Efficiency.    The  Macmillan  Company,  New  York,  1915. 
This  volume,  in  brief,  treats  the  executive  as  an  individual,  as  a  leader, 
and  as  an  organizer  and  controller  of  labor  forces.    For  advanced  classes 
and  persons  in  managerial  positions.     The  conclusions  of  the  book  are 
sound,  and  the  psychological  problems  involved  are  well  treated. 

Gowin,  E.  B.,  and  Wheatley,  W.  A.  Occupations:  A  Textbook  in  Voca- 
tional Guidance.  Ginn  and  Company,  Boston,  1916. 
A  detailed  study  of  the  most  important  vocations,  with  broad  outlines  of 
the  more  important  divisions  and  summaries  of  positions  and  fields  of 
work.  It  deals  mainly  with  work  open  to  the  boy,  but  presents  such  essen- 
tial facts  and  outlines  of  study  as  give  it  value  for  general  use.  One  of  the 
best  books  now  available  for  high  school  life-career  classes.  Well  written, 
logical  in  arrangement,  and  rich  in  vocational  guidance  material. 

Grant,  Percy  Stickney.  Fair  Play  for  the  Workers:  Some  Sides  of  Their 
Maladjustment  and  the  Causes.  Moffat,  Yard  and  Company,  New 
York,  1918. 
Domestic  problems  and  foreign  war,  the  worker's  unrest,  the  working  man 
and  patriotism,  Americanization  of  the  immigrant  worker,  the  law  and  the 
worker,  the  waste  of  ignorance  and  competition,  and  the  influence  of  labor 
organization.  The  object  of  this  volume  is  to  call  attention  to  some  of 
the  consequences  of  blindness  to  the  world's  democratic  activities.  Of 
use  to  the  student  of  labor  and  social  conditions. 
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Gray,  Alexander.     Principles  and  Practice  of  Electrical  Engineering. 

McGraw-Hill  Book  Company,  Inc.,  New  York,  1917. 
This  book  elaborates  the  fundamental  principles  of  electrical  science.    It 
is  suitable  for  class  use  or  private  reading.    It  was  designed  for  men  who 
desire  a  broad  idea  of  electrical  engineering  and  have  a  limited  amount  of 
time  to  devote  to  the  subject. 

Green,  Samuel  B.    Popular  Fruit  Growing.    Farm  Science  Series.    Webb 
Publishing  Company,  St.  Paul,  1917. 

This  volume  presents  all  phases  of  horticulture,  from  the  preparation  of  the 
soil  to  the  marketing  of  the  product.  It  was  prepared  as  a  text  for  classes 
in  agricultural  schools  and  for  use  by  all  fruit  growers.  Although  the 
treatment  of  the  subject  is  practical  and  scientific,  the  language  is  simple 
and  direct. 

Vegetable  Gardening:    A  Manual  on  the  Growing  of  Vegetables  for 

Home  Use  and  Marketing.  Farm  Science  Series.  Webb  Publishing 
Company,  St.  Paul,  1914. 
This  book  contains  full  directions  for  the  right  care  and  management  of  a 
farm  or  market  garden.  It  is  the  result  of  many  years  of  study  and  ex- 
periment in  vegetable  growing,  by  the  author,  and  is  a  practical  and  au- 
thoritative work,  and  an  excellent  text  and  reference  work. 

Griffith,  Ira  Samuel.    Carpentry.    Fourth  Edition.    The  Manual  Arts 
Press,  Peoria,  Illinois,  1919. 

This  book  treats  of  the  practical  problems  of  the  carpenter  and  house 
builder  from  the  laying  of  foundations  to  the  completion  of  the  interior 
finish.  It  was  designed  for  use  in  trade  and  technical  schools  and  by  the 
carpenter's  apprentice.  It  presents  the  fundamentals  of  the  trade  clearly 
and  is  well  illustrated. 

Correlated  Courses  in  Woodwork  and  Mechanical  Drawing.     Eighth 


Edition.  The  Manual  Arts  Press,  Peoria,  Illinois,  1919. 
Covers  classification  and  arrangement  of  tool  operations,  stock  bills,  cost 
of  material,  records,  shop  conduct,  maintenance,  equipment,  and  lesson  out- 
lines for  grammar  and  high  schools.  The  most  complete  treatment  of  the 
teaching  of  woodworking  yet  issued.    Useful  also  to  the  advanced  student. 

Essentials  of  Woodworking.    Fifteenth  Edition.    The  Manual  Arts 


Press,  Peoria,  Illinois,  1917. 
This  book  treats  of  woodworking  tools,  materials,  and  processes.  Intended 
both  to  supplement  the  instruction  of  the  teacher  and  to  serve  as  a  text- 
book for  grammar  and  high  school  classes.  Simple  and  clear.  Illustrated. 
A  standard  text  on  elementary  woodworking. 

Woodwork  for  Secondary  Schools.     Fourth  Edition.     The  Manual 


Arts  Press,  Peoria,  Blinois,  1918. 
Treats  of  common  woods,  tools,  processes,  woodworking  machines, 
joinery,  wood-turning,  inlaying  and  wood  carving,  wood  finishing,  furni- 
ture making,  and  pattern-making.  A  students'  text  and  reference  book  for 
teachers.  The  most  comprehensive  textbook  on  woodworking  for  second- 
ary schools  yet  issued.     580  illustrations. 
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Hall,  Jennie.    Weavers  and  Other  Workers.    Rand  McNally  &  Company, 

Chicago,  1917. 
Pictures,  poems,  stories,  and  other  reading  matter,  and  suggested  hand- 
work for  primary  school  children.    Excellent  material  for  school  and  home 
reading. 

Hall,  S.  Roland.    How  to  Get  a  Position  and  How  to  Keep  It.    Funk  and 

Wagnalls  Company,  New  York,  1908. 
This  little  book,  which  appeared  at  the  dawning  of  the  vocational  guidance 
movement,  contains  valuable  information  and  suggestions  for  young 
people.  Special  hints  tell  what  the  employer  usually  desires  in  a  particular 
occupation.  The  young  person  will  look  for  work  more  intelligently  after 
reading  this  book  and  will  be  more  likely  to  succeed  in  work. 

Writing  an  Advertisement.     Houghton  Mifflin   Company,   Boston, 

1915. 

This  volume  deals  with  the  preparation  of  material,  a  study  of  the  various 
forms  of  appeal,  and  the  final  writing  of  the  appeal.  It  is  meant  for  use  in 
commercial  classes.  The  author  is  a  practical  advertising  man,  and  the 
book  should  serve  as  a  definite  and  safe  guide  to  the  student  and  advertis- 
ing writer. 

Hamlin,  Talbot  Faulkner.    The  Enjoyment  of  Architecture.    Duffield  & 
Company,  New  York,  1916. 

This  volume  presents  the  basic  principles  of  architecture,  proportion, 
balance,  and  harmony  as  exemplified  in  well  known  buildings  of  the  past 
and  present.  It  shows  how  to  distinguish  the  good  and  the  bad  in  office 
buildings,  public  buildings,  churches,  and  private  structures.  It  makes 
clear  the  sources  of  beauty  in  architectural  design  and  construction,  and 
is  intended  for  the  general  reader. 

Hapgood,  Norman.     George   Washington.     The  Macmillan   Company, 
New  York,  1915. 

A  masterly  biography,  brief,  clear,  and  especially  inspiring  for  young 
readers. 

Harrington,  H.  F.,  and  Frankenberg,  T.  T.    Essentials  in  Journalism. 
Ginn  and  Company,  Boston,  1912. 

A  manual  of  practical  lessons  in  modern  journalism,  built  around  the 
study  of  the  language  of  journalism,  the  writing  of  the  news  story,  edi- 
torial work,  exercises  and  assignments,  and  the  organization  of  the  news- 
paper. A  one-year  course  for  business  schools  and  colleges  and  schools  of 
journalism.  A  good  text,  tested  out  by  several  years'  use  in  colleges  in 
the  Middle  West. 

Harris,  Franklin  Stewart.   The  Young  Man  and  His  Vocation.  Richard 
G.  Badger,  Boston,  1916. 

A  brief  treatment  of  the  main  divisions  of  the  vocations  open  to  boys  and 
young  men  and  the  problems  of  choosing  and  preparing  for  a  career.  The 
brevity  of  treatment  makes  the  material,  in  some  cases,  only  introductory 
to  further  study  and  the  vocational  counsel  of  the  book  is  inspirational 
rather  than  scientific. 
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Haeris,  Gideon,  and  Associates.  AudeVs  Automobile  Guide,  with  Ques- 
tions, Answers,  and  Illustrations  for  Owners,  Operators,  and  Repair 
Men.  Theo.  Audel  &  Company,  New  York,  1915. 
This  volume  treats  of  the  parts  of  a  car,  its  care,  and  operation.  It  has 
chapters  on  the  storage  battery,  electric  vehicles,  motor  cycles,  and  an  ap- 
pendix.    It  is  fully  illustrated. 

Harvey,  Lucile  Stimson.     Food  Facts  for  the  Home-maker.     Houghton 

Mifflin  Company,  Boston,  1920. 
Developed  from  the  teaching  of  classes  in  dietetics  and  intended  for  the 
young  and  inexperienced  housekeeper.     A  book  of  real  worth  to  house- 
keeper and  cook.    The  author  is  town  dietitian  of  Brookline,  Mass. 

Hawkins,  N.,  and  Associates.     Hawkins'  Mechanical  Dictionary:    A  Cy- 
clopedia of  Words,  Terms,  Phrases,  and  Data  Used  in  the  Mechanic  Arts, 
Trades,  and  Sciences.    Theo.  Audel  &  Company,  New  York,  1909. 
This  volume  is  of  inestimable  value  as  a  reference  work  for  student,  work- 
man, and  expert  in  many  lines  of  occupation. 

Hawkins,  N.,  and  Staff.    Haioldm'  Electrical  Guides:  Questions,  Answers, 

and  Illustrations.    Ten  Volumes.    Theo.  Audel  &  Company,  New  York, 

1917. 
This  series  constitutes  a  practical  library  of  electricity.     It  gives  a  pro- 
gressive course  of  study  for  engineers,  electricians,  students,  and  those 
who  desire  a  working  knowledge  of  electricity  and  its  applications.    The 
volumes,  bound  in  handy  pocket  size,  are  as  follows: 

Electrical  Guide  No.  1 

Containing  the  principles  of  Elementary  Electricity,  Magnetism,  In- 
duction, Experiments,  Dynamos,  Electric  Machinery. 

Electrical  Guide  No.  2 

The  construction  of  Dynamos,  Motors,  Armatures,  Armature  Wind- 
ings, Installing  of  Dynamos. 

Electrical  Guide  No.  3 

Electrical  Instruments,  Testing,  Practical  Management  of  Dynamos 
and  Motors. 

Electrical  Guide  No.  1+ 

Distribution  Systems,  Wiring,  Wiring  Diagrams,  Sign  Flashers,  Stor- 
age Batteries. 

Electrical  Guide  No.  5 

Principles  of  Alternating  Currents  and  Alternators. 

Electrical  Guide  No.  6 

Alternating  Current  Motors,  Transformers,  Converters,  Rectifiers. 

Electrical  Guide  No.  7 

Alternating  Current  Systems,  Current  Breakers,  Measuring  Instru- 
ments. 

Electrical  Guide  No.  8 

Alternating  Current  Switch  Boards,  Wiring,  Power  Stations,  Instal- 
lation, and  Operation. 

Electrical  Guide  No.  9 

Telephone,  Telegraph,  Wireless,  Bells,  Lighting,  Railways. 

Electrical  Guide  No.  W 

Modern  Practical  Applications  of  Electricity  and  Ready  Reference 
Index  of  the  ten  numbers. 


132          A  GUIDE  TO  THE  STUDY  OF  OCCUPATIONS 

Hayward,  William  R.    Money:  What  It  Is  and  How  to  Use  It.    Houghton 

Mifflin  Company,  Boston,  1917. 
A  study  of  money,  how  it  obtains  value,  how  its  power  expands  or  con- 
tracts, how  it  is  handled  and  accounted  for,  and  how  it  operates  as  master 
or  servant.    A  thrift  book  for  use  with  high  school  students.     Should  be 
read  by  every  young  worker. 

Helps,  Sir  Arthur.     The  Transaction  of  Business.    Forbes  &  Company, 

Chicago,  1907. 
This  book,  designed  for  the  business  executive,  treats  of  dealing  with  other 
persons  about  business  matters  and  the  handling  of  business  transactions. 
It  includes  several  important  contributions  by  well  known  business  men, 
of  which  the  most  valuable  is  "How  to  Win  a  Fortune"  by  Andrew 
Carnegie. 

Henderson,  Mrs.  Mary  F.    Practical  Cooking  and  Dinner  Giving.    Harper 

and  Brothers,  New  York,  1904. 
The  aim  of  this  book  is  to  indicate  how  to  serve  dishes,  and  how  to  enter- 
tain company  at  breakfast,  lunch,  and  dinner  as  well  as  to  give  cooking 
receipts.     It  contains  valuable  information  for  the  homemaker,  house- 
keeper, and  cook. 

Hirshfeld,  C.  F.,  and  Ulbricht,  T.  C.     Steam  Power.    John  Wiley  & 

Sons,  New  York,  1916. 
This  book  presents  such  parts  of  the  field  of  steam  power  as  should  be 
familiar  to  engineers  under  ordinary  circumstances.     It  avoids  highly 
technical  treatment  and  may  be  easily  understood  by  the  student  or 
reader  who  wishes  to  know  the  nature  of  the  subject. 

Hiscox,  Gardner  D.    Modern  Steam  Engineering  in  Theory  and  Practice: 
A  New,  Complete,  and  Practical  Work  for  Steam-Users,  Electricians, 
Firemen,  and  Engineers.    Containing  Chapters  on  Electrical  Engineer- 
ing by  Newton  Harrison.     Fourth  Edition.    The  Norman  W.  Henley 
Publishing  Company,  New  York,  1919. 
Contains  latest  practical  information  on  boilers  and  their  adjuncts;  econ- 
omy of  steam-making  and  its  use,  with  illustrated  details  of  steam-engine 
parts;  superheated  steam,  its  use  and  economy;  details  of  slide-valve  and 
high-speed   engines;    Corliss,  compound,  and    triple-effect  engines;    the 
steam-turbine,  and  its  work;  the  cost  of  steam  power  and  its  use  in  power 
plants.     Illustrated  by  over  four  hundred  specially  made  engravings.    A 
book  of  the  highest  scientific  and  practical  value. 

Hodgen,  Margaret.  Factory  Work  for  Girls.  Written  for  the  General 
Education  Committee,  National  Board,  Young  Womens  Christian  As- 
sociations. The  Womans  Press,  New  York,  1920. 
Simple  and  practical  information  concerning  the  machine  and  machine 
production  as  symbolic  of  modern  industrial  organization.  Helpful  ma- 
terial upon  machine  operation  for  girls  and  women. 

Hoerle,  Helen  Christene,  and  Saltzberg,  Florence  B.    The  Girl  and 

the  Job.    Henry  Holt  and  Company,  New  York,  1919. 
Brief  accounts  of  the  occupations  open  to  girls,  secured  from  persons  in 
those  occupations.     Prepared  for  teachers  of  girls  but  good  for  textbook 
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Hoover,  Simon  Robert.  The  Science  and  Art  of  Salesmanship.  Mac- 
millan's  Commercial  Series.  The  Macmillan  Company,  New  York, 
1918. 
The  nature,  requirements,  and  rewards  of  indoor  salesmanship,  with 
special  instructions  upon  department  store  service.  Prepared  for  use  by 
students  in  secondary  schools  and  for  young  people  who  are  beginning 
the  work  of  selling.  The  material  presented  is  an  outgrowth  of  class  in- 
struction and  business  practice  in  large  concerns.    Brief  and  concise. 

Hopkins,  William  John.     The  Doers.     Houghton  Mifflin  Company, 

Boston,  1914. 
Stories  written  in  very  simple  language  of  a  few  of  the  common  occupa- 
tions such  as  the  work  of  the  mason,  carpenter,  plumber,  and  painter. 
Excellent  for  the  entertainment  and  instruction  of  young  children  of  the 
kindergarten  age. 

Hornblow,   Arthur.      Training  for  the  Stage.     Lippincott's  Training 

Series,  J.  B.  Lippincott  Company,  Philadelphia,  1916. 
The  best  methods  of  training  for  the  stage,  personal  qualities  necessary 
for  success,  the  art  of  acting,  the  stage  as  a  career  for  women,  and  the 
satisfactions  and  dangers  of  stage  life.  For  the  student,  professional 
actor,  and  those  interested  in  the  profession.  The  author  is  editor  of  The 
Theatre  Magazine,  and  draws  liberally  from  his  great  knowledge  of  the 
theatrical  world.  The  book  is  a  plain,  frank  discussion  of  the  subject  and 
should  dissuade  the  unfit  from  aspiring  to  the  profession. 

Horner,  Warren  M.  Training  for  a  Life  Insurance  Agent.  Lippin- 
cott's Training  Series,  J.  B.  Lippincott  Company,  Philadelphia,  1917. 
Training  and  qualities  required,  nature  of  employment,  and  possibilities 
and  rewards  in  each  branch  of  life  insurance.  Primarily  for  those  inter- 
ested in  the  business,  but  of  value  to  the  salesman  in  any  line.  The  sub- 
ject is  well  treated,  and  the  book  is  the  only  one  of  its  kind  in  this  field. 

Hough,  B.  Olney.  Practical  Exporting:  A  Handbook  for  Manufacturers 
and  Merchants.  Fifth  Edition,  Revised.  American  Exporter,  New 
York,  1920. 
An  exhaustive  study  of  the  great  problems  of  modern  export  trade,  such  as 
markets  for  American  goods,  foreign  trade  correspondence,  traveling 
salesmen  abroad,  advertising,  making  shipments,  marine  insurance,  and 
financing  foreign  business.  The  author  is  editor  of  the  American  Exporter 
and  the  book  is  of  high  value. 

Hoxie,  Robert  Franklin.  Scientific  Management  and  Labor.  D.  Apple- 
ton  and  Company,  New  York,  1915. 
Primarily  a  summary  of  hearings  on  scientific  management  held  by  the 
United  States  Commission  on  Industrial  Relations  in  1914.  A  study  of 
thirty-five  shops  and  factories  in  which  the  "efficiency  systems"  of  Fred- 
erick W.  Taylor,  H.  L.  Gantt,  and  Harrington  Emerson  have  been  adopted. 
A  criticism  of  scientific  management  from  the  labor  point  of  view. 

Trade  Unionism  in  the  United  States.    With  introduction  by  E.  H. 

Downey.    D.  Appleton  and  Company,  New  York,  1917. 
An  authoritative  interpretation  of  the  trade  union  movement  which  has 
won  general  acceptance.    Of  high  value  to  the  student  of  labor  conditions. 
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Hoyt,  Charles  Wilson.  Scientific  Sales  Management:  A  Practical  Ap- 
plication of  the  Principles  of  Scientific  Management  to  Selling.  George 
B.  Woolson  &  Comany,  New  York,  1918. 
A  brief  survey  of  the  principles  of  scientific  management  and  an  extended 
application  of  them  to  the  problems  of  the  modern  salesman.  Primarily 
for  the  salesmanager  and  traveling  salesman,  but  of  high  interest  to  re- 
tailer, advertiser,  and  others  connected  with  the  selling  of  merchandise. 
The  author  has  been  a  consulting  sales  and  advertising  manager  and  the 
book  is  one  of  the  best  in  its  field. 

Hubbard,  Henry  Vincent,  and  Kimball,  Theodora.   Landscape  Archi- 
tecture: A  Comprehensive  Classification  Scheme  for  Books,  Plans,  Pho- 
tographs, Notes,  and  Other  Collected  Material,  with  Combined  Alpha- 
betic Topic  Index  and  List  of  Subject  Headings.    Harvard  University 
Press,  Cambridge,  1920. 
This  is  the  first  published  comprehensive  classification  of  the  field.    It  can 
be  used  by  students,  landscape  architects,  and  librarians  for  the  classifica- 
tion of  collected  material  and  as  a  systematic  analysis  of  the  subject.    It 
is  not  a  bibliography  but  simply  a  guide  in  handling  office  or  library 
material. 

Hungerford,  Edward.     The  Modern  Railroad.     Fifth  Edition.     A.  C. 

McClurg  &  Company,  Chicago,  1919. 
It  is  the  purpose  of  this  volume  to  give  to  the  general  public  information 
upon  the  intricacy  and  involved  detail  of  railroad  operation.    It  presents 
the  duties  of  the  various  workers  in  railroading,  and  will  be  found  profit- 
able reading  for  young  people  in  school  and  out. 

Hurley,   Edward   N.     Awakening  of  Business.     Doubleday,   Page   & 

Company,  Garden  City,  New  York,  1916. 
A  masterly  study  of  the  principles,  methods,  and  activities  of  modern 
business,  including  American  export  trade.  Especial  emphasis  is  placed 
upon  the  relation  between  the  National  Government  and  business.  For 
the  American  business  man.  The  author  was  chairman  of  the  Federal 
Trade  Commission. 

Hutchinson,  E.  Lillian.  The  Housefurnishings  Department:  Kitchen- 
ware  and  Laundry  Equipment.  Department  Store  Merchandise  Man- 
uals Series,  The  Ronald  Press  Company,  New  York,  1918. 
Presents  the  nature,  manufacture,  and  use  of  articles  in  daily  service  in 
the  household,  Designed  for  the  training  of  salespeople  in  this  depart- 
ment of  merchandise.  Especially  valuable  in  its  presentation  of  industrial 
and  home-making  information. 

Hutton,  J.  E.     Welfare  and  Housing:    A  Practical  Record  of  War-time 

Management.    Longmans,  Green  and  Company,  New  York,  1918. 
A  useful  book  for  the  student  of  social  and  industrial  conditions. 

Indiana  State  Board  of  Education,  The.     Report  of  the  Evansville, 
Indiana,  Survey  for  Vocational  Education.    Indianapolis,  1917. 

Report  of  the  Indianapolis,  Indiana,  Survey  for  Vocational  Education. 

Two  volumes.     Indianapolis,  1917. 
These  two  surveys  are  among  the  best  of  the  later  and  more  pretentious 
studies  of  local  industries  made  for  the  purpose  of  determining  forms  of 
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school  training.     They  present  valuable  material  upon  specific  lines  of 
employment  and  upon  industrial  and  educational  conditions. 

Inglis,   Alexander.     Principles    of  Secondary  Education.     Houghton 

Mifflin  Company,  Boston,  1918. 
A  systematic  analysis  of  the  factors  and  principles  involved  in  a  construc- 
tive theory  of  secondary  education.  Part  I  is  devoted  to  a  consideration 
of  boys  and  girls  approximately  twelve  to  eighteen  years  of  age;  Part  II, 
to  the  secondary  school  as  a  social  institution;  Part  III,  to  means  for  ac- 
complishing the  aims  of  secondary  education.  For  teachers,  administra- 
tors, and  students  of  education.  A  comprehensive,  scientific,  and  thor- 
oughgoing study  of  secondary  school  children  and  curricula. 

Ivey,  Paul  Wesley.    Elements  of  Retail  Salesmanship.    The  Macmillan 

Company,  New  York,  1920. 
A  presentation  of  the  elements  of  salesmanship  and  their  application  to 
retail  selling.    Material  first  used  as  lectures  before  classes  of  salespersons 
in   stores,  and   designed   especially  for   saleswomen.     Illustrations   and 
special  retail  problems  add  to  the  usefulness  of  the  book. 

Ivins,  Lester  S.     Garden  Crops:    Production  and  Preservation.     Rand 

McNally  and  Company,  1919. 
This  book  treats  of  the  production  of  garden  crops  and  of  their  preserva- 
tion and  the  teaching  of  gardening.    It  is  an  excellent  book  for  classes  in 
agriculture  and  for  the  amateur  gardener. 

Izor,  Estelle  Peel.     Costume  Design  and  Home  Planning.     Atkinson, 

Mentzer  and  Company,  Boston,  1916. 
The  purpose  of  this  book  is  to  establish  in  the  minds  of  girls,  in  industrial 
and  homemaking  classes,  a  sensible  attitude  toward  dress  and  the  many 
common  things  used  in  daily  life  in  the  home. 

Johnson,  Emil  A.    Furniture  Upholstery  for  Schools.    The  Manual  Arts 

Press,  Peoria,  Illinois,  1919. 
The  purpose  of  this  book  is  to  show  how  upholstery  work  may  be  success- 
fully carried  on  in  school  shops.    It  describes  the  necessary  tools  and  ma- 
terials and  is  abundantly  illustrated.    The  only  text  and  reference  book 
on  upholstery  written  for  school  use. 

Johnson,  Emory  R.,  and  Huebner,  Grover  G.     Principles  of  Ocean 

Transportation.  D.  Appleton  and  Company,  New  York,  1918. 
This  volume  presents  a  historical  sketch  of  the  sailing  vessel  and  the  steam- 
ship and  traces  the  general  development  of  ocean  travel.  It  explains  the 
problems  and  principles  of  ocean  transportation  and  reproduces  the  most 
important  business  forms  employed.  It  was  intended  for  university 
classes  in  transportation  and  is  the  only  single  volume  comprising  the  en- 
tire subject.    It  is  of  especial  value  in  this  post-war  period. 

Johnson,  F.  Ernest.     The  New  Spirit  in  Industry.    Association  Press, 

New  York,  1919. 
The  labor  situation,  organized  labor  and  the  war,  the  political  labor 
movement,  democratizing  industry,  syndicalism,  and  the  ethics  of  in- 
dustry.   Authoritative  material  by  a  social  investigator  upon  the  problems 
of  reconstruction. 
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Jones,  Guy  M.,  Company.  Trade  Foundations:  Based  on  Producing  In- 
dustries. A  Pre- vocational  Text-book  by  Pre- vocational  and  Vocational 
Directors,  Instructors,  and  Tradesmen.  Indianapolis,  1919. 
This  volume  contains  extended  material,  designed  for  use  as  a  text  in  the 
7th,  8th,  and  9th  grades  of  school,  upon  agriculture,  lumbering,  fishing, 
mining,  and  manufacturing.  These  are  treated  under  six  headings,  — 
occupations,  materials,  tools,  operations,  drawing,  and  pre-vocational 
shopwork.  Many  excellent  illustrations  are  used,  in  a  special  attempt  to 
visualize  industry.  The  contributors  to  the  text  include  technical  experts 
in  many  lines  of  industry. 

Jones,   Willis  H.      Telegraphy  for  Beginners:    the  Standard   Method. 

Spon  and  Chamberlain,  New  York,  1917. 
An  authoritative  book  of  instruction  in  the  methods  and  forms  most  ap- 
proved, with  lessons;   including  the  Morse  and  Continental  codes.    The 
author  is  Wire  Chief  of  the  Western  Union  Telegraph  Company,  New 
York. 

Jordan,  David  F.    Principles  of  Investment.     Prentice-Hall,  Inc.,  New 

York,  1920. 
This  volume  contains  a  full  discussion  of  the  effect  of  the  war  upon  invest- 
ment securities  including  taxation  and  changing  market  conditions.  It 
is  the  first  book  to  cover  the  entire  field  of  investment.  While  written  for 
use  in  universities  and  schools  of  commerce,  the  simple  treatment  of  the 
subject  makes  it  valuable  for  the  capitalist  and  investor. 

Keene,  E.  S.  Mechanics  of  the  Household:  A  Course  of  Study  Devoted 
to  Domestic  Machinery  and  Household  Mechanical  Appliances.  Mc- 
Graw-Hill Book  Company,  New  York,  1918. 
A  presentation  of  the  physical  principles  and  mechanism  ol  the  equipment 
that  has  been  developed  for  household  convenience.  A  practical  treatise 
on  domestic  engineering,  with  which  the  home  owner,  homemaker,  and 
housekeeper  ought  to  be  familiar. 

Kelly,  Roy  Willmarth.   Hiring  the  Worker.    The  Engineering  Magazine 

Company,  New  York,  1918. 
The  organization  and  management  of  departments  for  labor  maintenance; 
training  and  functions  of  employment  managers;  selection,  promotion, 
and  discharge  of  employees  in  progressive  concerns;  reduction  of  labor 
turnover;  training  of  workmen  and  executives.  For  the  student  of  em- 
ployment, problems  and  labor  manager.  Contains  bibliography  of  the 
best  books  and  articles  on  employment  management.  The  first  systematic 
presentation  in  book  form  of  the  problems  of  employment  management. 

—  Training  Industrial  Workers.     Introduction  by  John  M.  Brewer. 

The  Ronald  Press  Company,  New  York,  1920. 
An  exhaustive  survey  of  educational  developments  and  practice  in  indus- 
try, with  a  presentation  of  logical  methods  for  the  future,  both  for  de- 
creasing the  loss  suffered  by  industry  and  society  by  lack  of  training  and 
for  building  up  a  practical  program  for  constructive  action.  Written  for 
personnel  managers,  educational  directors,  and  all  those  interested  in  the 
industrial  bearings  of  vocational  guidance  and  the  improvement  of  voca- 
tional education.    The  most  comprehensive  study  of  the  field  yet  made. 
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Kelly,  Roy  Willmarth  and  Allen,  Frederick  J.  The  Shipbuilding 
Industry.  With  an  Introduction  by  Charles  M.  Schwab.  Houghton 
Mifflin  Company,  Boston,  1918. 
The  authorized  and  official  account  of  the  recent  revival  of  shipbuilding 
in  this  country,  an  industrial  achievement  scarcely  paralleled  in  previous 
history.  Material  originally  prepared  by  the  authors  for  the  United 
States  Shipping  Board  as  a  means  of  securing  employees  for  the  ship  yards 
and  of  informing  the  public  at  large  about  opportunities  for  employment 
in  ship  building,  after  our  entrance  into  the  World  War.  The  volume  is 
both  historical  and  technical  and  of  value  in  vocational  guidance  and  em- 
ployment management. 

Kemp,  Edward  and  Waugh,  F.  A.  Landscape  Gardening:  How  to  Lay 
out  a  Garden.  Fourth  Edition.  John  Wiley  and  Sons,  New  York,  1911. 
This  is  the  American  revision  of  a  standard  English  book.  It  gives  the 
general  principles,  nature,  and  practice  of  the  laying  out  of  public  and 
private  grounds.  It  was  prepared  for  the  student  and  for  the  landscape 
gardener,  or  landscape  architect,  the  term  now  in  general  use  in  this 
country. 

Kennard,  Beulah  Elfreth.  The  Educational  Director.  Department 
Store  Merchandise  Manuals  Series,  The  Ronald  Press  Company,  New 
York,  1918. 
This  book  is  the  first  of  a  series  devised  for  the  training  of  salespersons  in 
department  stores.  It  presents  the  qualities  and  training  necessary  for 
those  who  are  to  carry  on  such  work,  and  the  methods  now  in  use  in  pro- 
gressive stores.    It  is  a  comprehensive  and  valuable  book. 

The  Jewelry  Department.    Department  Store  Merchandise  Manuals, 

The  Ronald  Press  Company,  New  York,  1917. 
This  book  deals  with  the  sources  and  nature  of  the  precious  metals  and 
precious  stones  and  of  their  treatment  and  manufacture  into  articles  of 
jewelry.    It  is  designed  as  an  introduction  to  the  merchandise  of  the  de- 
partment and  is  popular  in  style. 

Kennard,  Beulah  Elfreth,  Editor,  and  Galloway,  Lee,  Consulting 
Editor.  Department  Store  Manuals.  The  Ronald  Press,  New  York, 
1917-     . 

See  Aiken,  Charlotte  Rankin;  Hutchinson,  E.  Lillian;  Kennard,  Beulah 
Elfreth;   Lehman,  Mary  A.;   Souder,  M.  Attie;  Thompson,  Eliza  B. 

Ker,  Cecil.     Women  Who  Have  Made  Good.     The  Piatt  and   Nourse 

Company,  New  York,  1916. 
Brief  sketches  from  the  lives  of  women  whose  struggles  and  achievements 
furnish  inspiration  for  others.     Helpful  reading  for  girls. 

Kester,  Roy  B.  Accounting  Theory  and  Practice.  Three  Volumes.  The 
Ronald  Press  Company,  New  York.  Vol.  I,  1917;  Vol.  II,  1918;  Vol. 
Ill,  1920. 

Covers  fundamental  theory,  balance  sheet,  profit  and  loss,  ledger,  journals, 
business  papers,  technique,  methods,  partnership,  corporation  accounting, 
valuation,  depreciation,  and  other  advanced  topics.  Bookkeeping  train- 
ing is  not  made  a  prerequisite.  The  set  forms  a  complete  graded  three- 
year  accounting  course  for  college  classes.  Already  used  in  over  100 
institutions.     Clear  and  logical. 
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Ketling,  Elizabeth.    Edited  by  Theodore  Waters.    Helpful  Talks  with 

Girls.  The  Christian  Herald  Bible  House,  New  York,  1910. 
Simple  and  suggestive  material  upon  the  education  and  status  of  women  in 
the  past  and  the  improved  opportunities  opening  to  women  in  these  later 
years.  The  book  points  out  something  of  the  necessary  training  for  the 
various  occupations,  how  one  may  secure  employment,  and  some  of  the 
things  necessary  for  success  in  employment. 

Keystone  View  Company.  Visual  Education:  Teachers'  Guide  to  Key- 
stone "600  Set."  Meadville,  Pa.,  1919. 
Outlines  and  information  for  the  use  of  the  stereoscope  and  lantern  slide 
to  illustrate  geography,  United  States  history,  nature  study,  arts  and 
crafts,  domestic  science,  industries,  and  architecture  in  public  schools. 
Used  in  thousands  of  schools  throughout  the  country.  The  material  of 
the  volume  has  been  prepared  by  well  known  American  scholars  and 
educators. 

Kilduff,  Edward  Jones.    The  Private  Secretary.    The  Century  Company, 

New  York,  1916. 
The  outgrowth  of  a  series  of  lectures  on  private  secretarial  duties,  including 
learning  the  position,  correspondence,  filing,  making  reports,  telephoning 
and  sending  messages,  securing  information,  proof  reading,  accounting, 
personal  conduct,  system,  and  similar  topics.  For  class  use  and  general 
reference.  The  author  is  an  instructor  in  the  School  of  Commerce,  Ac- 
counts, and  Finance  of  New  York  University,  and  this  book  is  the  first 
volume  giving  complete  instruction  in  the  duties  of  the  high-grade  private 
secretary. 

King,  Charles  A.     Constructive  Carpentry.    King's  Series  in  Woodwork 

and  Carpentry,  American  Book  Company,  New  York,  1912. 
An  elementary  textbook  for  pupils  in  manual  training,  industrial,  trade, 
technical,  or  normal  schools. 

King,  J.  E.    Business  Arithmetic.    American  Book  Company,  New  York, 

1891. 
This  book  embraces  those  parts  of  arithmetic  which  enter  regularly  into 
commercial  calculations.     It  is  a  textbook  for  commercial  courses,  ex- 
cluding theory  and  principle  and  emphasizing  the  use  of  the  practical 
problem. 

King,  W.  L.  Mackenzie.  Industry  and  Humanity:  A  Study  in  the  Prin- 
ciples Underlying  Industrial  Reconstruction.  Houghton  Mifflin  Com- 
pany, Boston,  1918. 
The  results  of  a  personal  investigation  by  the  author  into  the  root  causes  of 
industrial  controversies  in  America,  with  suggestions  for  improvements 
in  the  relations  between  capital  and  labor  and  a  statement  of  underlying 
principles  in  the  organization  of  industrial  society.    A  good  book. 

Kittredge,  Mabel  Hyde.    Practical  Homemalnng.    The  Century  Com- 
pany, New  York,  1915. 
Lessons  for  a  one  year  course  for  girls  in  domestic  science  classes.     The 
book  contains  information  of  the  highest  scientific  and  practical  value. 
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Kittredge,  Mabel  Hyde.    The  Home  and  Its  Management.  The  Century 

Company,  New  York,  1917. 
Full  information  on  the  details  of  home  organization  and  management. 
For  the  woman  in  the  home.    Suitable,  also,  for  classes  in  domestic  science. 
The  author  is  President  of  the  Association  of  Practical  Housekeeping 
Centers  in  New  York  City. 

Kober,  George  M.,  and  Hanson,  William  C,  Editors.  Diseases  of  Oc- 
cupation and  Vocational  Hygiene.  P.  Blakiston's  Son  &  Co.,  Phila- 
delphia, 1916. 
A  series  of  articles  by  the  foremost  authorities  in  the  field  of  industrial 
medicine,  organized  into  a  scientific  presentation  of  specific  occupational 
diseases,  systemic  occupational  diseases,  fatigue  and  occupation,  voca- 
tional hygiene,  occupations  involving  exposure  to  conditions  injurious  to 
health,  the  function  of  clinics  in  the  prevention  of  occupational  diseases, 
statistical  studies,  legislation  for  the  prevention  of  occupational  diseases, 
and  related  topics.  For  the  industrial  physician,  nurse,  labor  manager, 
and  worker.  The  most  extensive  and  helpful  treatment  of  the  subject 
yet  made. 

Krebs,  Henry  C.    Being  a  Good  Teacher.    Hinds,  Hayden  and  Eldredge, 

Inc.,  New  York,  1918. 
This  helpful  little  volume  discusses  the  ideal  and  the  practical  in  teaching, 
the  problems  of  dealing  with  children,  parents,  and  school  authorities,  and 
the  reasons  for  failure  or  success  in  the  profession. 

Lapp,  John  A.,  and  Mote,  Carl  H.  Learning  to  Earn:  A  Plea  and  a  Plan 
for  Vocational  Education.  The  Bobbs-Merrill  Company,  Indianapolis, 
1915. 
Discusses  education,  business  and  industry,  and  their  educational  needs, 
the  various  kinds  of  vocational  training,  vocational  guidance,  and  related 
subjects.  A  reference  book  on  vocational  education  for  student,  teacher, 
and  layman.  One  of  the  best  treatments  of  the  field  yet  made.  Hon. 
William  C.  Redfield,  writer  of  the  introduction,  says  "This  book  is  to  be 
commended  as  a  thoughtful  study  concerning  things  that  are  greatly 
needed  among  us." 

Lasar,  Charles  A.    Practical  Hints  for  Art  Students.    Duffield  and  Com- 
pany, New  York,  1910. 

This  book  has  been  compiled  from  notes  used  in  teaching  art  classes. 
Some  of  the  illustrations  are  original,  while  others  are  adaptations  from 
masterpieces.  Without  attempt  at  literary  finish,  the  material  of  the 
book  is  good  and  well  presented  for  teaching  purposes. 

Laselle,  Mary  A.,  and  Wiley,  Katherine  E.     Vocations  for  Girls. 
Houghton  Mifflin  Company,  Boston,  1913. 

This  book,  prepared  by  two  teachers  of  the  Technical  High  School  of 
Newton,  Mass.,  presents  information  upon  the  more  common  occupations 
open  to  girls.  It  has  practical  questions  on  each  chapter  which  should 
stimulate  students  and  teachers  to  make  local  investigations.  It  is  suit- 
able for  girls'  classes  in  elementary  schools,  junior  high  schools,  and  in  the 
first  year  of  the  high  school.  It  may  well  serve  as  an  introduction  to  more 
extended  study  in  occupations  open  to  girls  and  young  women. 
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Leake,  Albert  H.    Vocational  Education  of  Girls  and  Women.    The  Mac- 

millan  Company,  New  York,  1918. 
An  extended  and  critical  survey  of  what  has  been  accomplished  in  the 
field,  plans  for  further  progress,  and  the  obstacles  that  must  be  overcome. 
For  vocational  teachers,  students  in  colleges  and  normal  schools,  and  for 
vocational  counselors  and  social  workers.  Condensed  and  clear-cut  state- 
ments of  problems  and  attempts  at  their  solution.  The  author  is  inspector 
of  manual  training  and  household  arts  in  Ontario,  Canada. 

Leavttt,  Frank  M.,  and  Brown,  Edith.  Elementary  Social  Science.   The 

Macmillan  Company,  New  York,  1917. 
The  basal  principles  of  property,  management,  production  and  distribution, 
political  and  social  science,  public  education,  public  health,  and  morality 
as  a  cure  for  crime.    A  text  for  pupils  who  go  to  work  without  completing 
a  high  school  course.    A  fitting  introduction  to  civics  or  economics. 

Lee,  Frederic  S.  The  Human  Machine  and  Industrial  Efficiency.  Long- 
mans, Green  and  Company,  New  York,  1918. 
Qualifications  of  workers  in  industry,  output  and  fatigue,  secondary 
sources  of  fatigue,  rest  periods,  maintenance  of  working  power,  industrial 
accidents,  industrial  medicine,  and  related  topics.  For  medical  student, 
physician,  and  labor  manager.  Much  of  this  material  resulted  from  a 
study  of  war  industries  and  represents  the  latest  methods  and  attain- 
ments in  industrial  medicine. 

Lefferts,  Walter.    American  Leaders.    Book  One  and  Book  Two.    J. 

B.  Lippincott  Company,  Philadelphia,  1919. 
Companion  volumes  describing  the  lives  of  about  forty  National  leaders 
from  the  beginnings  of  the  Revolution  to  the  present  time.    Designed  for 
reading  in  the  fifth  grade,  but  excellent  material  for  all  young  Americans. 

Leffingwell,  W.  H.,  Editor.     The  Automatic  Letterwriter  and  Dictation. 

System.  A.  W.  Shaw  Company,  New  York,  1918. 
Letterwriting,  acknowledging  orders,  handling  mail,  reducing  office  ex- 
pense by  automatic  correspondence  routine,  and  mechanical  devices  that 
help  to  speed  up  automatic  dictation.  Standardized  methods  for  execu- 
tives and  workers  in  correspondence  departments.  The  material  is  valu- 
able, but  should  be  handled  with  extreme  care  in  practice. 

Lehmann,   Mary   A.      The  Glassware  Department.     Department   Store 

Merchandise  Manuals,  The  Ronald  Press  Company,  New  York,  1918. 
Information  about  materials,  processes  of  manufacture,  and  qualities  of 
glassware,  simply  and  clearly  presented  for  the  department  salesperson. 

The  Leather  Goods  Department.     Department  Store  Merchandise 

Manuals,  The  Ronald  Press  Company,  New  York,  1917. 

Presents  information  about  the  different  kinds  of  leather  and  the  methods 
used  in  making  the  various  articles  sold  in  the  leather  goods  department. 
Prepared  for  salespersons  in  this  department.  A  clear  presentation  of 
material. 

The  Stationery  Department.     Department  Store  Merchandise  Man- 
uals, The  Ronald  Press  Company,  New  York,  1917. 

Treats  of  paper  materials  and  the  manufacturing  of  stationery,  and  de- 
scribes the  leather  and  metal  goods,  novelties,  and  miscellaneous  articles 
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usually  sold  in  the  stationery  department.    Simple  and  useful  information 
for  the  department  salesperson. 

Leland  Stajstford  Junior  University.  Vocational  Information.  Com- 
mittee on  Vocational  Guidance,  Stanford  University,  California,  1919. 
This  bulletin  presents  a  study  of  the  vocations  open  to  college  and  uni- 
versity graduates  and  the  kind  of  training  needed  to  enter  them.  Nearly 
two  years  were  spent  in  the  preparation  of  the  manual  and  information 
was  secured  from  students,  from  alumni,  and  from  the  occupational  world. 
It  was  prepared  for  the  use  of  counselor  and  student,  and  is  a  valuable 
addition  to  occupational  literature. 

Leupp,  Francis  E.  How  to  Prepare  for  a  Civil  Service  Examination:  With 
Recent  Questions  and  Answers.  Hinds,  Hayden  and  Eldredge,  Inc., 
New  York,  1899. 

A  useful  book  for  those  who  desire  information  upon  the  Civil  Service. 

Lewis,  Harry  R.     Productive  Poultry  Husbandry:    A  Complete  Text 
Dealing  with  the  Principles  and  Practices  Involved  in  the  Management 
of  Poultry.    Lippincott's  Farm  Manuals.    Third  Edition,  Revised  and 
Enlarged.    J.  B.  Lippincott  Company,  Philadelphia,  1919. 
This  volume  treats  every  branch  of  poultry  raising  in  full  detail,  and  gives 
the  results  of  research  at  various  experimental  stations  and  the  most  suc- 
cessful methods  of  poultry  culture  at  the  present  time.    It  is  a  good  book 
for  the  agricultural  school  class  and  for  the  poultry  raiser.    It  has  28  well 
written  chapters  and  363  illustrations. 

Lewis,  Myron  H.,  and  Chandler,  Albert  H.    Popular  Handbook  for 
Cement  and  Concrete  Users:   A  Practical  Treatise  on  the  Principles  In- 
volved and  Methods  Employed  in  the  Design  and   Construction  of 
Modern  Concrete  Work.     Second  Edition.     The  Norman  W.  Henley 
Publishing  Company,  New  York,  1919. 
A  standard  reference  book  covering  the  uses  of  plain  and  reinforced  con- 
crete.   Everything  of  value  to  the  concrete  user  is  given,  including  kinds 
of  cement  employed  in  construction,  concrete  architecture,  inspection  and 
testing,  waterproofing,  coloring  and  painting,  rules,  tables,  and  working 
and  cost  data.  It  is  an  exhaustive  treatment  of  the  subject  and  illustrated. 

Library  Bureau.  Filing  as  a  Prof ession  for  Women.  Boston,  1919. 
This  little  book  shows  the  nature  of  filing,  opportunities  for  women  to  be 
found  in  it,  qualities  necessary  for  supervision  of  the  work,  and  the  place 
of  the  department  in  business.  It  is  suitable  for  use  in  commercial  classes 
and  by  the  individual  reader.  The  name  of  the  book  is  somewhat  preten- 
tious, as  filing  is  a  clerical  occupation  in  business  rather  than  a  profession. 

Link,  Henry  C.    Employment  Psychology:   The  Application  of  Scientific 
Methods  to  the  Selection,  Training,  and  Grading  of  Employees.     In- 
troduction by  Edward  L.  Thorndikc.    The  Macmillan  Company,  New 
York,  1919. 
This  volume  treats  of  psychological  tests,  trade  tests,  the  selection  and 
retention  of  employees,  and  recommendations  for  the  use  of  tests  in  an 
employment  department.     The  book  gives  an  impartial  account  of  the 
use  of  psychological  tests  under  working  conditions  in  a  representative 
industry  and  will  be  of  service  to  all  who  are  interested  in  this  problem  in 
employment. 
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Lippincott  Company,  J.  B.    Lippincott's  Training  Series.    Philadelphia, 

1914-     . 
See  Cabot,  Richard  C;  Fairehild,  C.  B.,  Jr.;  Hornblow,  Arthur;  Horner, 
Warren  M.;  Maxwell,  William;  Pinchot,  Gifford;  Seitz,  Don  C;   Stone, 
Harlan. 

The  series  presents  the  training  and  personal  qualities  required,  the 
channels  of  advancement,  and  the  advantages  and  disadvantages  in  each 
pursuit  treated.  The  authors  are  experts  in  each  field,  some  of  them  being 
men  of  national  reputation.    The  series  is  one  of  the  best  yet  issued. 

Lough,  William  H.  Business  Finance:  A  Practical  Study  of  Financial 
Management  in  Private  Business  Concerns.  The  Ronald  Press  Com- 
pany, New  York,  1917. 
Deals  primarily  with  business  conditions  and  financial  practice  in  the 
United  States,  but  includes  valuable  references  to  practices  in  other  coun- 
tries. Covers  relation  of  finance  to  business  organization,  capital,  and 
financial  management.  A  school  and  college  text-book  on  corporation 
finance.  Suitable  also  as  a  text  for  classes  in  economics  and  as  a  reference 
book  for  students  in  accountancy  and  for  the  financier.  A  monumental 
work  by  a  leading  authority. 

Lutz,  R.  R.  The  Metal  Trades.  Cleveland  Education  Survey,  The  Sur- 
vey Committee  of  the  Cleveland  Foundation,  Cleveland,  Ohio,  1916. 
One  of  the  twenty-five  sections  of  the  Cleveland  Education  Survey. 
Treats  of  the  leading  metal  trades  found  in  Cleveland,  the  work  of  ma- 
chinists, the  tools  of  the  trade,  specialization,  apprenticeship,  earnings, 
promotion,  trade  unions,  health,  and  accidents,  and  other  features.  For 
teachers  and  those  who  may  wish  to  enter  the  field.    Brief  and  accurate. 

Wage  Earning  and  Education.    Cleveland  Education  Survey,  The 

Survey  Committee  of  the  Cleveland  Foundation,  Cleveland,  Ohio,  1916. 
This  volume  treats  such  topics  as  the  industrial  education  survey,  fore- 
casting future  probabilities,  the  wage  earners  of  Cleveland,  the  future 
wage  earners  of  Cleveland,  industrial  training  for  boys,  the  junior  high 
school.  In  addition  it  presents  summaries  of  the  occupational  sections  of 
the  Cleveland  Education  Survey,  —  Department  Store,  Dressmaking  and 
Millinery,  Garment  Trades,  Metal  Trades,  Building  Trades,  Transportation, 
and  Printing.    For  teachers,  parents,  and  students  in  industrial  courses. 

Mach,  Ernst.  The  Science  of  Mechanics:  A  Critical  and  Historical  Ac- 
count of  Its  Development.  Fourth  Edition.  The  Open  Court  Publish- 
ing Company,  Chicago,  1919. 
This  volume  treats  mechanics  as  one  of  the  physical  sciences,  and  not  as  a 
branch  of  mathematics.  It  presents  the  development  of  this  science  from 
early  achievements  down  to  the  present  time  and  makes  clear  its  funda- 
mental principles.  It  is  intended  for  the  advanced  student  and  scientist 
and  is  one  of  the  leading  studies  in  this  great  field. 

Madden,  Irwin  A.,  and  Turner,  Edwin  A.  A  Rural  Arithmetic:  A  Text- 
book for  Grammar  Grades  and  Secondary  Schools.  Houghton  Mifflin 
Company,  Boston,  1916. 
The  arithmetical  problems  involved  in  soil  and  crop  improvement,  feeding, 
fruit  growing,  marketing,  farm  accounts,  and  other  farm  activities.  It  is  an 
arithmetic  of  rural  life,  and  properly  a  supplement  to  an  ordinary  textbook. 
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Markham,  Edward  R.    Tool  Making:  A  Practical  Treatise  on  the  Art  of 

Making  Tools,  Jigs,  and  Fixtures,  with  Helpful  Suggestions  on  Heat 

Treatment  of  Carbon  and  High-Speed  Steels  for  Tools,  Punches,  and 

Dies.     American  Technical  Society,  Chicago,  1919. 

The  author  of  this  work  has  had  years  of  practical  experience  in  the  trade 

and  in  teaching  the  subject,  and  presents  a  well  organized  body  of  helpful 

information  upon  the  mechanical  processes  involved  in  tool  making.    The 

book  is  a  standard  text  and  reference  work. 

Martin,  G.  L.     Dairy  Laboratory  Guide.     Webb  Publishing  Company, 

St.  Paul,  1912. 
A  laboratory  manual  of  dairying  for  the  use  of  students  in  agricultural 
schools  and  creamery  men.    The  principles  of  modern  dairy  science  in  the 
production  and  care  of  milk  and  in  the  marketing  of  dairy  products. 

Maxwell,  William.  //  /  Were  Twenty-one:  Tips  from  a  Business  Vet- 
eran. J.  B.  Lippincott  Company,  Philadelphia,  1917. 
This  book  centers  around  the  two  ideas  of  finding  one's  place  in  life  and  of 
succeeding  in  it.  The  dangers  of  present  day  specialization  in  industry  in 
the  weakening  of  the  individual  worker  are  presented.  It  was  prepared 
for  the  soldier  boy  of  "twenty-one  to  thirty-one"  and  for  young  men 
starting  in  life.  It  is  a  book  of  conduct,  rich  in  maxim  and  illustration. 
The  style  is  rather  loose  and  sketchy,  but  such  as  usually  appeals  to  the 
average  young  man.    The  counsel  of  the  book  is  sound. 

Salesmanship.     Houghton  Mifflin  Company,  Boston,  1914. 

The  nature  of  selling,  personal  and  other  requirements  for  the  salesman, 
and  his  problems  and  rewards,  both  behind  the  counter  and  upon  the  road. 
For  students  and  salesmen.  The  author  is  vice-president  of  Thomas  A. 
Edison,  Inc.,  and  a  salesmanager  of  twenty  years'  experience  which  the 
book  presents  entertainingly  and  forcefully. 

The  Training  of  a  Salesman.    Lippincott's  Training  Series,  J.  B. 

Lippincott  Company,  Philadelphia,  1919. 

This  book  presents  the  training  and  personal  qualities  necessary  for  the 
salesman,  both  on  the  road  and  in  retail  trade.  The  chapters  deal  with 
judging  a  customer,  offering  merchandise  to  him,  securing  an  order,  ex- 
amples of  successful  cases  in  the  field,  and  similar  topics.  It  is  intended 
for  those  who  wish  to  enter  the  occupation  or  learn  about  it. 

McClellan,  George  E.     Practical  Typography:    A  Series  of  Exercises 
Explaining  and  Illustrating  the  Most  Approved  Methods  Used  in  Cor- 
rect Composition  for  the  Teacher  and  Student.     Third  Edition.    The 
Manual  Arts  Press,  Peoria,  Illinois,  1917. 
Sixty-three  exercises,  treating  of  composition  from  "correct  spacing"  to 
the  "making  up  of  a  book"  and  the  "composition  of  tables,"  with  practice 
in  typesetting.    For  students  and  teachers  of  printing.    An  excellent  text. 

McClelland,  Frank  C.     Office  Training  and  Standards.     A.  W.  Shaw 

Company,  New  York,  1919. 
An  account  of  the  development  of  the  office  and  the  activities  of  its  various 
departments,  with  standards  of  work,  exercises,  and  questions.  For  the 
office  worker  in  any  position  and  for  those  who  are  looking  forward  to 
office  employment.  The  book  is  adapted  to  study  by  correspondence,  but 
is  valuable  for  any  student  and  as  a  work  of  reference. 
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McKeever,  William  A.     Training  the  Boy.    The  Macmillan  Company, 

New  York,  1913. 
A  popular  treatment  of  the  industrial  training,  social  training,  habit  train- 
ing, vocational  training,  and  service  training  of  the  boy.    For  parents  and 
others  interested  in  boy  life,  all  of  the  phases  of  which  it  touches  upon  in  a 
concrete  and  helpful  manner. 

Training  the  Girl.    The  Macmillan  Company,  New  York,  1914. 


As  in  the  case  of  "Training  the  Boy,"  it  is  the  purpose  of  the  author  in 
this  second  book  to  offer  "a  whole  life  plan  for  girl  training."  Every 
phase  of  the  life  of  the  growing  girl  here  receives  some  measure  of  atten- 
tion. While  these  two  books  are  somewhat  superficial  and  do  not  deal 
with  the  sociological  and  economic  principles  of  vocational  progress,  they 
may  serve  a  high  purpose  for  the  busy  parent,  vocational  counselor,  and 
inquiring  young  person. 

McKeon  and  Schofield,  Excelsior  Publishing  House.     Sign,  Car- 
riage, and  Decorative  Painting.     New  York,  1897. 
Including  full  instructions  for  fresco  painting,  car  painting,  and  much 
other  valuable  information.    Of  high  practical  value  for  the  worker. 

McMahon,  John  R.,  Editor.     How  These  Farmers  Succeeded.     Henry 

Holt  and  Company,  New  York,  1919. 
The  story  of  the  foremost  exponent  of  crop  raising,  stock  raising,  or  general 
farming,  in  each  of  the  sixteen  leading  agricultural  states  of  the  Union, 
written  by  skilled  investigators  and  first  appearing  in  The  Country  Gentle- 
man. The  relation  of  the  prosperous  farmer  to  his  community  is  made  an 
element  of  first  importance.  The  book  is  of  high  inspirational  and  practi- 
cal value  both  to  the  student  and  to  the  farmer. 

Mears,  James  R.    The  Iron  Boys  in  the  Mines.    The  Boys  of  Steel  Series, 

Henry  Altemus  Company,  Philadelphia,  1912. 
A  boys'  story  of  work  and  experiences  in  iron  mining.    Full  of  practical 
and  inspiring  lessons. 

The  Iron  Boys  in  the  Steel  Mills.    The  Boys  of  Steel  Series,  Henry 


Altemus  Company,  Philadelphia,  1913. 
A  boys'  story  or  experience  and  adventure  in  the  great  mills  where  steel 
is  manufactured.     Rich  in  occupational  information. 

Meyer,  Franz  Sales.    A  Handbook  of  Ornament.    With  Three  Hundred 
Plates,  Containing  about  Three  Thousand  Illustrations  of  the  Elements, 
and  the  Applications  of  Decoration  to  Objects.     First  American  Edi- 
tion.   The  Architectural  Book  Publishing  Company,  New  York. 
The  leading  book  on  the  art  of  decoration,  and  suitable  for  the  most  ad- 
vanced students. 

Mickel,  Adelaide.    Leather  Work.    Second  Edition.    The  Manual  Arts 

Press,  Peoria,  Illinois,  1915. 
Detailed  descriptions  of  the  different  processes  in  leather  work,  with  many 
working  drawings  and  photographs  of  objects  suitable  for  school  and  home 
work.    Suggestions  for  problems  for  the  school  from  fifth  grade  up  through 
the  high.    A  useful  reference  book  for  craftsmen. 
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Miller,  H.  W.    Mechanical  Drafting.    Sixth  Edition.    The  Manual  Arts 

Press,  Peoria,  Illinois,  1919. 
Drafting  room  practice  exemplified  by  exercises  and  problems  in  the  school 
room.    A  high  school  textbook  and  a  handbook  for  draftsmen.    A  direct 
and  simple  treatment  of  the  subject,  well  illustrated,  and  bound  in  flexible 
leather  in  pocket  size. 

Mills,  Frederick  C.  Contemporary  Theories  of  Unemployment  and  of 
Unemployment  Relief.  Columbia  University,  Longsmans,  Green  and 
Company,  Agents,  New  York,  1917. 
A  brief  survey  of  the  development  of  the  study  of  unemployment  in  Eng- 
land and  America  within  the  last  generation.  It  will  be  found  of  interest 
and  value  to  personnel  managers  and  students  of  labor  and  economics. 

Moldenke,  Richard.     The  Principles  of  Iron  Founding.    McGraw-Hill 

Book  Company,  Inc.,  New  York,  1917. 
This  work  presents  the  elements  of  iron-making  and  its  allied  industries. 
It  is  a  book  of  reference  giving  the  observations  and  experiences  of  the 
author  who  has  been  a  practical  foundryman  since  1890,  and  half  that  time 
secretary  of  the  National  organization  of  the  trade  in  America. 

Moore,  Ernest  Carroll.     Fifty  Years  of  American  Education.    Ginn 

and  Company,  Boston,  1917. 
A  masterly  survey  of  the  development  of  American  education  from  the 
period  of  the  Civil  War  to  our  entrance  into  the  World  War.  Issued  by 
the  publishers  as  an  anniversary  memento  of  the  completion  of  a  half 
century  of  business.  After  "fifty  years  of  unparalleled  progress"  the 
author  predicts  "a  yet  greater  cycle  of  educational  renewing." 

What  Is  Education?   Ginn  and  Company,  Boston,  1915. 

An  excellent  treatise  on  the  philosophical  foundations  of  teaching. 

Moran,  Selby  A.     Over  100  Ways  to  Work  One's  Way  through  College. 

The  University  Press,  Ann  Arbor,  Michigan,  1906. 
This  book  is  of  interest  to  that  large  number  of  young  men  and  women 
who  are  dependent  in  whole  or  in  part  upon  their  own  earnings  for  a  col- 
lege education. 

Morris,  Bert  J.  Employment  Opportunities  for  Handicapped  Men  in  the 
Copper  smithing  Trade.  Series  II,  No.  4,  the  Red  Cross  Institute  for 
Crippled  and  Disabled  Men,  New  York  City,  1918. 
A  vocational  guidance  study  of  coppersmithing,  to  aid  in  the  rehabilita- 
tion of  disabled  soldiers  and  sailors.  The  first  of  a  series  of  occupational 
reports  prepared  by  the  Bureau  of  Vocational  Guidance  of  Harvard  Uni- 
versity for  the  Red  Cross  Institute  for  Crippled  and  Disabled  Men. 

Morris,  Bert  J.,  and  Paull,  Charles  H.  Opportunities  for  Handicapped 
Men  in  the  Rubber  Industry.  Series  II,  No.  9,  the  Red  Cross  Institute 
for  Crippled  and  Disabled  Men,  New  York,  1919. 
One  of  the  bulletins  prepared  by  the  Bureau  of  Vocational  Guidance  of 
Harvard  University  for  the  Red  Cross  Institute  for  Crippled  and  Dis- 
abled Men.  This  bulletin  is  a  vocational  study  of  the  rubber  manufactur- 
ing industry,  and  is  of  interest  to  all  who  may  wish  to  enter  the  rubber 
factory  or  to  know  the  nature  of  employment  in  the  industry. 
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Morrison,  Edward,  and  Brues,  Charles  Thomas.  How  to  Make  the 
Garden  Pay:  A  Manual  for  the  Intensive  Cultivation  of  Home  Vege- 
table Gardens.  Houghton  Mifflin  Company,  Boston,  1917. 
An  intensive  treatment  of  the  subject,  dealing  with  right  planning,  profit- 
able methods,  kinds  of  vegetables,  garden  pests,  and  food  values.  Suit- 
able for  school  use,  for  novices,  and  for  experienced  gardeners. 

Munroe,  James  Phinney.     New  Demands  in  Education.     Doubleday, 

Page  and  Company,  Garden  City,  New  York,  1912. 
A  clear  statement  of  improvements  which  should  be  made  in  public  edu- 
cation to  fit  young  people  for  the  occupational,  moral,  and  social  relations 
of  active  life. 

National  Electric  Light  Association.  Proceedings  of  the  Second  War 
Convention.  Forty-first  Convention  Held  at  Atlantic  City,  New  Jersey, 
June  13  and  14,  1918.  New  York,  1918. 
This  volume  presents  the  progress  of  electrical  science  in  many  fields  of 
activity,  with  especial  reference  to  its  numerous  applications  in  solving  the 
problems  of  the  World  War.  It  presents  some  material  also  upon  the 
financial  and  labor  problems  involved  in  America's  part  in  the  war.  The 
volume  is  of  high  value  to  all  who  are  interested  in  the  modern  uses  of 
electricity. 

National  Housing  Association.     War  Housing  Problems  in  America. 

New  York,  1918. 
A  symposium  of  articles  upon  housing  in  this  country  in  war  time,  describ- 
ing the  work  done  in  the  leading  shipbuilding  centers  in  1917.    Excellent 
material  for  the  student  of  housing. 

Nesbitt,    Florence.     Household    Management.     Social    Work    Series, 

Russell  Sage  Foundation,  New  York,  1918. 
A  brief  and  suggestive  study  of  homemaking  in  a  great  city.    Designed  for 
the  home  visitor  and  social  worker  and  useful  to  all  engaged  in  home 
problems. 

Newell,  F.  H.,  and  Drayer,  C.  E.,  Editors.  Engineering  as  a  Career: 
A  Series  of  Papers  by  Eminent  Engineers.  D.  Van  Nostrand  Company, 
New  York,  1916. 

All  the  modern  branches  of  engineering  are  here  treated  by  men  who  have 
achieved  distinction  in  them.  The  nature,  necessary  training,  desirabil- 
ity, and  rewards  of  each  branch  of  the  profession  are  set  forth,  for  the 
purpose  of  aiding  the  young  man  in  choosing  a  vocation.  The  facts 
presented  are  of  unquestioned  worth;  the  opinions  are  subject  to  doubt 
from  the  possibly  prejudiced  points  of  view  of  the  writers. 

Newstead,  Ralph.  Audel's  Shipfitters'  Guide:  A  Practical  Treatise  on 
Steel  Ship  Building  and  Repairing,  with  Instruction  in  Mold  Loft  Work, 
Lifting,  and  Duplicating.    Theo.  Audel  and  Company,  New  York,  1919. 

Explains  all  about  the  parts  of  a  steel  ship  and  problems  of  a  highly  im- 
portant division  of  ship  building.  "A  mine  of  absolutely  indispensable 
information  for  the  man  on  the  job." 
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New  York  State  College  of  Agriculture.    Cornell  Reading  Courses. 
Cornell  University,  Ithaca,  New  York. 

This  series  of  bulletins,  free  to  residents  of  New  York  State,  consists  of 
lessons  for  home  study,  issued  by  the  New  York  State  College  of  Agricul- 
ture. The  lessons  on  farming  are  elementary  and  brief;  those  on  crops, 
fruit  growing,  and  gardening  are  more  extended.  All  have  been  used  in 
granges  and  local  study  clubs.  The  entire  series,  made  up  of  several 
separate  ones,  is  authoritative  and  modern  and  has  excellent  informa- 
tional and  vocational  guidance  value  for  young  people. 
The  various  numbers  of  the  series  here  included  and  now  available  for 
distribution  are  as  follows: 

Alfalfa  for  New  York.    E.  G.  Montgomery.    No.  90,  Farm  Crops  Series, 

June  15,  1915. 
Autumn  in  the  Flower  Garden.    David  Lumsden.    No.  128,  Flower  Grow- 
ing Series,  September,  1917. 
Babcock  Test,  and  Testing  Problems,  The.    H.  C.  Troy.    No.  140,  Dairy- 
ing Series,  December,  1918. 
Beef  Breeding  Herd  in  New  York  State,  The.    K.  J.  Seulke.    No.  136, 

Livestock  Series,  August,  1918. 
Buckwheat.    J.  L.  Stone.    No.  110,  Course  for  the  Farm,  April  15,  1916. 
Calculating  the  Cost  of  Milk  Production.    E.  G.  Misner.    No.  142,  Farm 

Management  Series,  February,  1919. 
Composition  of  Milk  and  Some  of  Its  Products.    H.  E.  Ross.    No.  32, 

Dairying  Series,  January  15,  1913. 
Computing  Rations  for  Farm  Animals.    E.  S.  Savage.    No.  117,  Live- 
stock Series,  September,  1919. 
Cooling  Milk.    H.  E.  Ross  and  T.  J.  Mclnerney.    No.  102,  Course  for 

the  Farm,  December  15,  1915. 
County,  Town,  and  Village  Forests.    A.  B.  Recknagel.    No.  40,  Farm 

Forestry,  May  15,  1913. 
Cream  Separation.    E.  S.  Guthrie.    No.  82,  Dairying  Series,  February 

15,  1915. 
Cidture  of  Red  and  Black  Raspberries  and  of  Purple-Cane  Varieties.    C.  S. 

Wilson.    No.  36,  Fruit  Growing  Series,  March  15,  1913. 
Culture  of  Sweet  Clover  and  Vetch,  The.    E.  G.  Montgomery.    No.  108, 

Course  for  the  Farm,  March  15,  1916. 
Culture  of  the  Blackberry.    C.  S.  Wilson.    No.  52,  Fruit  Growing  Series, 

November  15,  1913. 
Culture  of  the  Grape.     H.  B.  Knapp.     No.  72,  Fruit  Growing  Series, 

September  15,  1914. 
Curing  of  Meat  and  Meat  Products  on  the  Farm,  The.    K.  J.  Seulke. 

No.  119,  Livestock  Series,  December,  1916. 
Drying  Fruits  and  Vegetables  in  New  York  State.     E.  L.  Kirkpatrick. 

No.  132,  Food  Preservation  Series,  January,  1918. 
Farm  Butter-Making.  E.  S.  Guthrie.  No.  60,  Dairying  Series,  March  15,. 

1914. 
Farm  Fishpond,  The.    George  C.  Embody.    No.  94,  Country  Life  Series, 

August  15,  1915. 
Farm  Ice  Supply,  The.    B.  B.  Robb  and  J.  L.  Strahan.    No.  135,  RuraL 

Engineering  Series,  July,  1918. 


148         A  GUIDE  TO  THE  STUDY  OF  OCCUPATIONS 

New  York  State  College  of  Agriculture  (continued) 

Farmers'  Week  at  Cornell.    No.  100,  Course  for  the  Farm,  November  15, 

1915. 
Field  Bean  Production.     E.  V.  Hardenburg.     No.  124,  Farm  Crops 

Series,  May,  1917. 
Hotbeds  and  Cold  Frames.    Albert  E.  Wilkinson.    No.  120,  Vegetable 

Gardening  Series,  January,  1917. 
How  the  Plant  Produces  Seed.     L.  W.  Sharp.     No.  144,  The  Plant 

Series,  April,  1919. 
Improvement  of  the  Woodlot,   The.     Walter  Mulford.     No.   12,  Farm 

Forestrj7  Series,  March  15,  1912. 
Improving  the  Corn  Crop  by  Selection  and  Breeding.    Frank  P.  Bussell. 

No.  129,  Plant  Breeding  Series,  October,  1917. 
Land  Drainage  and  Soil  Efficiency.    Elmer  O.  Fippin.    No.  78,  The  Soil 

Series,  December  15,  1914. 
Making  Advanced  Registry  Records.     C.  L.  Allen.    No.  147,  Livestock 

Series,  July,  1919. 
Meadows  in  New  York.     E.  G.  Montgomery.     No.  66,  Farm  Crops 

Series,  June  15,  1914. 
Methods  of  Breeding  Oats.    H.  H.  Love.    No.  44,  Plant-Breeding  Series, 

July  15,  1913. 
Methods  of  Determining  the  Value  of  Timber  in  the  Farm  Woodlot.    John 

Bentley,  Jr.    No.  62,  Farm  Forestry  Series,  April  15,  1914. 
Nature,  Effects,  and  Maintenance  of  Humus  in  the  Soil.    Elmer  O.  Fip- 
pin.   No.  50,  The  Soil  Series,  October  15,  1913. 
Orchard  Soil  Management.    W.  H.  Chandler  and  R.  W.  Rees.    No.  125, 

Fruit  Growing  Series,  June,  1917. 
Planning  the  Home  Vegetable  Garden:  Grow-Early  Plants.    Robert  Bier. 

No.  145,  Vegetable  Gardening  Series,  May,  1919. 
Potato  Growing  in  New  York.    E.  V.  Hardenburg.    No.  143,  Farm  Crops 

Series,  March,  1919. 
Practical  Examples  in  Dairy  Arithmetic.    H.  E.  Ross,  E.  S.  Guthrie,  and 

W.  W.  Fisk.    No.  98,  Course  for  the  Farm,  October  15,  1915. 
Practical  Horse-Breeding.    M.  W.  Harper.    No.  56,  The  Horse  Series, 

January  15,  1914. 
Problem  of  Tuberculosis  in  Cattle,  The.    Veranus  A.  Moore.     No.  146, 

Livestock  Series,  June,  1919. 
Production  of  Clean  Milk,  The.    T.  J.  Mclnerney.    No.  86,  Dairying 

Series,  April  15,  1915. 
Pruning.    W.  H.  Chandler  and  H.  B.  Knapp.    No.  104,  Course  for  the 

Farm,  January  15,  1916. 
Rural  School  and  the  Community,  The.     No.  61,  Country  Life  Series, 

May  15,  1914. 
Starting  a  Flock  of  Sheep.    Mark  J.  Smith.    No.  134,  Livestock  Series, 

March,  1918. 
Summer  Care  of  the  Home  Vegetable  Garden.    Albert  E.  Wilkinson.    No. 

92,  Vegetable  Gardening  Series,  July  15,  1915. 
Surroundings  of  the  Farm  Home,   The.     E.  Gorton  Davis.     No.  96, 

Country  Life  Series,  September  15,  1915. 
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Swine  Production  in  New  York.    H.  A.  Hopper.    No.  139,  Livestock 

Series,  November,  1918. 
Tilth  and  Tillage  of  the  Soil.    Elmer  O.  Fippin,    No.  42,  The  Soil  Series, 

June  15,  1913. 
Top-Working  and  Bridge-Grafting  Fruit  Trees.    G.  W.  Peck.    No.  123, 

Fruit  Growing  Series,  April,  1917. 

Nichols,  Frederick  G.,  and  Rogers,  Ralph  E.    A  Short  Course  in  Com- 
mercial Law.    American  Book  Company,  New  York,  1913. 
Treats  of  law  in  general,  contracts,  property,  transportation,  exchange, 
insurance,  agency,  partnership,  corporations,  and  similar  topics.    A  text- 
book for  commercial  classes  and  schools.    Simple  and  clear. 

Norton,  Helen  Rich.    A  Textbook  on  Retail  Selling.    Ginn  and  Company, 

Boston,  1919. 
A  textbook  for  students  of  high  school  age  who  wish  to  become  sales- 
persons in  retail  stores.     The  author  was  formerly  an  instructor  in  the 
Prince  School  of  Education  for  Store  Service  in  Boston,  and  presents  ma- 
terial that  has  been  thoroughly  tested  in  the  class  room. 

Noyes,  William.    Handwork  in  Wood.     Ninth  Edition.     The  Manual 

Arts  Press,  Peoria,  Blinois,  1919. 
Treats  of  logging,  sawmilling,  seasoning  and  measuring,  hand  tools  and 
the  shop,  wood  fastenings,  types  of  wood  structures,  joinery,  and  wood 
finishing.  A  handbook  for  teachers  and  a  textbook  for  normal  school  and 
college  students.  Useful  for  all  workers  in  wood.  A  comprehensive  and 
valuable  treatise.    304  illustrations,  and  bibliography. 

Wood  and  Forest.     The  Manual  Arts  Press,  Peoria,  Blinois,  1912. 

A  companion  volume  to  "Handwork  in  Wood."  Treats  of  wood,  dis- 
tribution of  American  forests,  life  of  the  forest,  enemies  of  the  forest,  dis- 
tribution, conservation,  and  uses  of  the  forest.  Describes  sixty-seven 
species  of  wood.  A  reference  book  for  teachers.  Suitable  for  use  bj  ad- 
vanced classes.  An  excellent  book,  profusely  illustrated,  and  with  bib- 
liography. 

Nystrom,  Paul  H.     The  Economics  of  Retailing.    Second  Edition.    The 

Ronald  Press  Company,  New  York,  1919. 
Treats  the  distributive  system,  the  consumer,  the  experience  of  retailers, 
work,  and  pay  of  salespeople,  elements  of  retail  selling,  prices,  kinds  of 
retail  stores,  location,  and  other  equally  important  factors  in  retailing. 
A  practical  course  for  business  classes  and  a  distinct  contribution  to 
economic  literature. 

O'Leary,  Iris  Prouty.  Department  Store  Occupations.  Cleveland  Edu- 
cation Survey,  The  Survey  Committee  of  the  Cleveland  Foundation, 
Cleveland,  Ohio,  1916. 
One  of  the  sections  of  the  Cleveland  Education  Survey.  Treats  of  kinds 
of  stores,  character  of  work,  various  positions,  working  conditions,  health, 
wages,  job  analysis,  training  for  department  store  workers,  and  securing 
employment.  For  teachers,  parents,  and  young  people  who  may  wish  to 
enter  this  kind  of  store  employment.  The  information  presented  is  clear 
and  applicable  in  other  large  communities. 
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Ontario  Government.     Vocational  Opportunities  in  the  Industries  of 

Ontario.    Department  of  Labour,  Toronto,  Canada,  1920. 
A  series  of  bulletins,  lately  begun,  to  provide  definite  information  upon 
employment  for  boys  and  girls  leaving  school.     The  numbers  issued  are 
as  follows: 

1.  General  Introduction. 

2.  Department  and  Notion  Stores. 

3.  Dressmaking  and  Millinery. 

Opdycke,  John  B.  Advertising  and  Selling  Practice.  A.  W.  Shaw  Com- 
pany, New  York,  1918. 
This  volume  treats  of  the  development  of  advertising  and  selling,  advertis- 
ing principles,  policies,  and  methods,  and  selling  policies  and  methods.  It 
shows  how  these  two  divisions  of  business  are  interdependent  and  to  be 
worked  out  together.  For  use  by  advertising  classes  in  secondary  schools 
and  by  workers  in  the  business.  Contains  a  long  bibliography  of  American 
and  English  works.     A  useful  book. 

Orcutt,  William  Dana.    The  Author's  Desk  Book.    Frederick  A.  Stokes 

Company,  New  York,  1914. 
A  brief  and  useful  reference  book  upon  preparing  material  for  publication 
and  the  relation  of  the  author  to  the  publisher. 

The  Writer's  Desk  Book.   Frederick  A.  Stokes  Companv,  New  York, 

1914. 

A  companion  reference  volume  upon  the  technicalities  of  writing.  These 
two  volumes  are  somewhat  unique  in  presenting  in  small  compass  ma- 
terial necessary  for  frequent  use  in  literary  work. 

Owen,  Margaret  B.     The  Secret  of  Typewriting  Speed.     Forbes  and 

Company,  Chicago,  1917. 
In  this  book  the  author  gives  the  methods  by  which  she  has  four  times  won 
the  world's  typewriting  speed  championship.    The  information  and  sug- 
gestions contained  in  it  should  help  any  operator  to  increased  efficiency. 

Page,  Victor  W.  Automobile  Repairing  Made  Easy:  Shop  Methods, 
Equipment,  Processes.  A  Complete  Treatise  Explaining  Approved 
Methods  of  Repairing  All  Parts  of  All  Types  of  Gasoline  Automobiles. 
Shows  All  Latest  Developments  Based  on  a  Wide,  Actual  Repair  Ex- 
perience. The  Norman  W.  Henley  Publishing  Company,  New  York, 
1917. 

Includes  electric  starting  and  lighting  system  instructions,  oxyacetylene 
welding,  tire  repairing,  engine  and  ignition  timing,  and  overhauling.  In- 
valuable to  motorists,  students,  mechanics,  and  repair  men.  Every 
phase  of  the  subject  is  treated  in  a  practical,  non-technical  manner. 

Automobile  Starting,  Lighting,  and  Ignition:   Elementary  Principles, 

Practical  Application,  Wiring  Diagrams,  and  Repair  Hints.  A  Com- 
plete Exposition  Explaining  All  Forms  of  Electrical  Ignition  Systems 
Used  with  Internal  Combustion  Engines  of  All  Types,  also  Includes  a 
Comprehensive  Series  of  Instructions  Pertaining  to  Starting  and  Light- 
ing Systems  of  Automobiles.  Sixth  Edition,  Revised.  The  Norman  W. 
Henley  Publishing  Company,  New  York,  1919. 
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Describes  storage  battery  construction  and  maintenance,  magneto  tim- 
ing, care  of  motors  and  generators,  and  systematic  location  of  all  electrical 
faults.  For  motorists,  students,  mechanics,  and  repair  men.  Each  phase 
of  the  subject  is  treated  in  an  easily  understood,  non-technical  manner. 

Page,  Victor  W.  How  to  Run  an  Automobile:  A  Concise,  Practical  Trea- 
tise Written  in  Simple  Language  Explaining  the  Functions  of  Modern 
Gasoline  Automobile  Parts  with  Complete  Instructions  for  Driving  and 
Care.    The  Norman  W.  Henley  Publishing  Company,  New  York,  1917. 

This  book  gives  concise  instructions  for  starting  and  running  all  makes  of 

gasoline  automobiles,  how  to  care  for  them,  and  how  to  understand  the 

distinctive  features  of  control. 

Palmer,  George  Herbert.    The  Ideal  Teacher.    Riverside  Educational 

Monographs,  Houghton  Mifflin  Company,  Boston,  1910. 
A  helpful  essay  on  the  profession  of  teaching  and  upon  the  qualifications 
that  make  the  successful  teacher. 

Parsons,  Frank.     Choosing  a  Vocation.     Houghton  Mifflin  Company, 

Boston,  1909. 
This  volume  presents  the  historic  background  of  the  vocational  guidance 
movement  and  the  plan  and  vision  of  the  great  pioneer  in  the  field.    It  is 
still  widely  read  and  of  high  inspirational  value,  but  its  methods  have 
given  way  to  the  more  practical  usages  of  the  later  time. 

Parton,  James.  Captains  of  Industry.  Selected  Sketches  with  Introduc- 
tion and  Illustrations.  Riverside  Literature  Series,  Houghton  Mifflin 
Company,  Boston,  1912. 

This  well  known  book  is  worth  the  reading  of  every  young  person  who 

enters  upon  the  work  of  the  world. 

Patchtn,  Frank  G.    The  Range  and  Grange  Hustlers  on  the  Ranch.    Henry 

Altemus  Company,  Philadelphia,  1912. 
A  boys'  story  of  western  farming  and  sheep  raising,  entertaining  and 
instructive. 

Pattison,  T.  Harwood.    For  the  Work  of  the  Ministry.    American  Baptist 

Publication  Society,  Philadelphia,  1907. 
The  book  deals  with  such  topics  as  "The  Call  to  the  Ministry,"  "Ordi- 
nation," "The  Minister  and  His  Study,"  "The  Minister  and  His  Bible," 
"The  Minister  and  His  Devotions,"  "Finance,"  "Ministers  and  Collateral 
Interests,"  and  "Is  the  Ministry  Worth  While?"  For  the  theological 
student  and  the  pastor  at  work.  Of  value  to  the  young  man,  also,  who  is 
thinking  of  entering  the  calling.  Useful  information  and  wise  counsel 
upon  conditions,  principles,  and  practices  that  underlie  success  in  the 
profession. 

Patton,  Frances.    Home  and  School  Sewing,  Teachers'  Edition.    Newson 

and  Company,  New  York,  1901. 
A  teacher's  manual  with  specific  directions  for  conducting  classes  in  sew- 
ing, including  the  courses  followed  for  many  years  in  the  public  schools  of 
Philadelphia.    Suitable  for  use  by  the  pupil  also. 
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Payne,  Arthur  F.     Art  Metalwork  with  Inexpensive  Equipment.     The 

Manual  Arts  Press,  Peoria,  Illinois,  1914. 
Treats  of  the  ores,  alloys,  and  commercial  forms  of  the  various  metals 
used  in  art  work,  tools  and  equipment  of  the  craft  worker,  and  the  correla- 
tion of  art  metalwork  with  other  school  subjects.  Describes  in  detail 
the  processes  involved.  The  standard  textbook  on  the  subject  for  students 
and  teachers  of  art.    Abundantly  and  beautifully  illustrated. 

Payne,  George  Henry.    History  of  Journalism  in  the  United  States.    D. 

Appleton  and  Company,  New  York,  1920. 
The  pioneer  work  of  the  first  great  journalists,  the  editors  of  the  Civil  War 
and  Reconstruction  Period,  the  growth  of  party  press,  slavery,  suffrage, 
journalism  in  the  various  sections  of  the  country,  and  other  important 
topics.  The  author  is  a  newspaper  man  of  wide  experience  and  a  lecturer 
on  journalism.  The  book  is  the  result  of  many  years  of  study  of  the  press 
as  a  factor  in  national  development. 

Perrigo,  Oscar  E.  Modern  Machine  Shop  Construction,  Equipment,  and 
Management.  Second  Edition,  Revised  and  Enlarged.  The  Norman  W. 
Henley  Publishing  Company,  New  York,  1917. 
This  volume  treats  of  the  economical  building,  the  efficient  equipment,  and 
the  successful  management  of  the  modern  machine  shop  and  manufactur- 
ing establishment.  It  was  designed  for  the  architect,  engineer,  manufac- 
turer, director,  executive  officer,  accountant,  superintendent,  and  foreman 
in  the  industry.  It  is  fully  illustrated  and  is  a  comprehensive  and  practical 
work  of  very  high  value. 

Perry,  Frances  M.    Four  American  Inventors:  A  Booh  for  Young  Ameri~ 

cans.    American  Book  Company,  New  York,  1901. 
The  stories  of  the  lives  and  achievements  of  Robert  Fulton,  Eli  Whitney, 
Samuel  F.  B.  Morse,  and  Thomas  A.  Edison.     Intimately  written  and 
inspiring. 

Perry,  L.  Day.    Seat  Weaving.    The  Manual  Arts  Press,  Peoria,  Llinois, 

1917. 
Tells  how  to  prepare  raw  materials,  how  to  cane  chairs,  how  to  use  cane 
webbing,  how  to  do  rush  seating  and  reed  and  splint  weaving,  how  to  make 
seats  of  reeds  and  splints,  and  how  to  finish  cane  and  other  materials  used 
for  seating  and  decoration  in  furniture  construction.  A  handbook  for 
teacher  and  student.    Well  illustrated,  practical,  authoritative. 

Pickard,  A.  E.    Industrial  Booklets.    Elementary  Industrial  Series,  Webb 

Publishing  Company,  St.  Paul,  191 G. 
This  little  book  is  a  guide  for  the  building  up  of  notebooks  upon  industrial 
subjects  in  language  and  composition  classes.  It  is  intended  for  boys  and 
girls  in  junior  high  schools,  upper  grades,  and  rural  schools,  and  may  be 
used  for  either  oral  or  written  ^  ork.  The  method  presented  is  very  effective 
in  leading  young  people  to  secure  vocational  information  for  themselves. 

Industrial   Work  for   Boys.     Elementary  Industrial   Series,   Webb 

Publishing  Company,  St.  Paul,  1910. 
Simple  industrial  lessons  for  the  intermediate  and  upper  grades  and  for 
rural  schools.    A  good  introduction  to  further  study  and  of  practical  ser- 
vice  to  young  people  who  must  enter  industry  without  extended  voca- 
tional training. 
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Pickard,  A.  E.  Rural  Education:  A  Complete  Course  of  Study  for  Modern 

Rural  Schools.    Webb  Publishing  Company,  St.  Paul,  1915. 
The  training  of  teachers  and  school  management,  and  four  daily  programs 
for  the  conduct  of  rural  schools.    Other  industrial  and  academic  work  are 
explained  in  detail  and  the  industrial  material  is  fully  illustrated.    The 
book  will  be  of  value  to  those  engaged  in  the  rural  school  problem. 

Pickard,  A.  E.,  and  Henegren,  Marie  C.  Industrial  Work  for  Girls. 
Elementary  Industrial  Series,  Webb  Publishing  Company,  St.  Paul,  1916. 
This  text  covers  all  phases  of  industrial  work  for  girls,  with  complete 
courses  in  sewing  and  domestic  science  and  material  upon  school  lunches 
and  club  work. 

Pinchot,  Gifford.    The  Training  of  a  Forester.    Revised  Third  Edition. 

Lippincott's  Training  Series,  J.  B.  Lippincott  Company,  Philadelphia, 

1917. 
What  the  forest  is,  what  the  training  and  knowledge  of  the  forester  should 
be,  and  what  forestry  and  its  various  lines  of  service  are.  For  young  men 
who  are  considering  this  occupation  or  desire  an  outdoor  life.  An  excel- 
lent book  by  one  of  the  foremost  authorities.  Says  the  American  Lumber- 
man, "The  right  man  has  now  written  the  right  message  upon  this  subject." 

Plumb,  Charles  S.     Beginnings  in  Animal  Husbandry.    Farm  Science 

Series,  Webb  Publishing  Company,  St.  Paul,  1918. 
This  volume  treats  of  the  breeds  and  raising  of  horses,  cattle,  sheep,  swine, 
and  poultry.     It  is  a  textbook  for  agricultural  schools.     The  chapters  on 
"Suggestions  to  Young  Breeders,"  "Feeding  Standards,"  and  "The  Care  of 
Farm  Animals"  will  be  found  of  exceptional  value  to  beginners  in  farming. 

Powell,  Lyman  P.,  and  Curry,  Charles  M.,  Editors.     The  World  and 

Democracy.  Rand  McNally  and  Company,  New  York,  1919. 
Extracts  from  many  writers  presenting  the  American  view  of  the  funda- 
mentals of  democratic  government.  Contains  war  messages,  patriotic 
essays,  and  poems,  and  letters  from  fighting  men  in  the  recent  World  War, 
with  valuable  historical  notes.  Suitable  for  reading  by  high  school  stu- 
dents and  by  young  men  who  contemplate  a  career  in  the  Army  or  Navy. 

Pressey,  Park.    A  Vocational  Reader.    Rand  McNally  and  Company, 

New  York,  1916. 
Extracts  from  the  writings  of  well-known  authors,  presenting  brief  pictures 
of  work  in  the  common  occupations,  both  in  prose  and  poetry.    For  gram- 
mar and  junior  high  schools.     Valuable  in  presentation  of  facts  and  for 
inspiration. 

Priestman,  Dorothy  Tuke.    Home  Decoration.    The  Penn  Publishing 

Company,  Philadelphia,  1909. 
A  useful  little  book  for  the  homemaker, 

Purfield,  Horace  Traiton.  Wood  Pattern-Making:  A  Textbook  for 
the  Use  of  High  School,  Trade  School,  Technical  School,  and  College 
Students.  Fifth  Edition.  The  Manual  Arts  Press,  Peoria,  Illinois,  1919. 
Presents  the  best  methods  of  pattern  construction.  A  practical  text  for 
high  school,  trade  or  technical  school,  or  engineering  college.  Written  by 
an  experienced  pattern-maker  and  teacher  of  pattern-making.  Clear  and 
concise. 
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Questn,  Mary  J.  Planning  and  Furnishing  the  Home:  Practical  and  Eco- 
nomical Suggestions  for  the  Homemaker.  Harper  and  Brothers,  New 
York,  1914. 
This  book  gives  important  information  for  furnishing  a  house  or  an  apart- 
ment or  refurnishing  a  home.  Deals  especially  with  the  needs  of  families 
of  moderate  income. 

Redfield,  William  C.    The  New  Industrial  Day.    The  Century  Company, 

New  York,  1913. 
This  book  presents  a  discussion  of  the  great  problems  arising  in  the  in- 
dustrial field  at  the  opening  of  the  World  War  by  one  who  was  a  manu- 
facturer and  widely  known  as  an  expert  in  the  scientific  development  of 
industry.  Written  for  the  employer,  manager,  and  employee.  A  book  of 
large  and  practical  vision  and  useful  for  those  engaged  in  the  reconstruc- 
tion of  the  present  time. 

Reed,  Anna  Y.    Newsboy  Service:   A  Study  in  Educational  and  Voca- 
tional Guidance.     Introduction  by  George  Elliott  Howard.     School 
Efficiency  Monographs,  World  Book  Company,  Yonkers-on-Hudson, 
New  York,  1917. 
The  nature  and  importance  of  a  vocation  followed  by  thousands  of  Ameri- 
can school  boys  and  of  the  economic,  social,  and  moral  questions  involved 
in  it.     Primarily  for  superintendents  and  teachers  in  the  public  schools, 
but  full  of  human  interest  for  the  general  reader.     The  first  vocational 
study  made  under  the  Smith-Hughes  Act.    "A  model  contribution  to  the 
literature  of  practical  sociology." 

Rhoe,  Mary  Jane.     The  Dress  You  Wear  and  How  to  Make  It.     G.  P. 

Putnam's  Sons,  New  York,  1918. 
The  principal  details  of  dressmaking  tested  in  teaching  and  arranged  in  a 
concise  system  for  evening  and  vocational  school  classes.    Useful  also  for 
the  home  and  shop. 

Richards,  Charles  R.     What  We  Need  to  Know  about  Occupations. 

Bloomfield's  Readings  in   Vocational   Guidance,   504-514.     Ginn   and 

Company,  Boston,  1915. 
An  address  delivered  at  the  Second  National  Conference  on  Vocational 
Guidance  in  New  York  in  1913.    It  presents  in  brief  and  succinct  form  the 
occupational  factors  which  should  be  known  by  the  counselor  and  young 
worker. 

Richards,  William  Allyn.  Forging  of  Iron  and  Steel:  A  Textbook  for 
the  Use  of  Students  in  Colleges,  Secondary  Schools,  and  the  Shop.  D. 
Van  Nostrand  Company,  New  York,  1915. 
The  history  of  forging,  the  work  of  forging,  and  the  hardening  and  temper- 
ing of  tool  steel,  in  language  simple  enough  for  the  high  school  boy  and 
with  treatment  thorough  enough  for  the  veteran  smith. 

Richmond,  Mary  E.    Social  Diagnosis.    Russell  Sage  Foundation,  New 

York,  1917. 
A  thorough  examination  into  social  conditions,  methods  of  dealing  with 
families  and  individuals  in  need,  and  a  wise  and  sympathetic  treatment  of 
those  unfortunate  members  of  the  human  family  who  are  handicapped  by 
birth,  environment,  or  other  cause. 
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Rlndsfoos,  C.  S.  Purchasing.  McGraw-Hill  Book  Company,  New  York, 
1915. 

This  volume  presents  important  information  upon  the  buying  of  merchan- 
dise, a  subject  upon  which  there  has  been  a  great  lack  of  printed  material. 
This  is  a  good  text  for  the  student  and  reference  work  for  one  connected 
with  the  purchasing  department  of  business. 

Robinson,  Humphrey.  A  Simple  Explanation  of  Modern  Banking  Cus- 
toms.   Small,  Maynard  and  Company,  Boston,  1910. 

Designed  for  the  promotion  of  closer  and  more  satisfactory  relations  be- 
tween the  public  and  the  banks;  for  the  information  of  depositors  gen- 
erally, and  of  those  just  entering  the  banking  business. 

Robison,  Emily,  Compiler.  Vocational  Education.  The  Handbook 
Series,  The  H.  W.  Wilson  Company,  New  York,  1917. 

This  book  consists  of  extracts  and  articles  selected  from  recent  literature 
on  vocational  education.  It  has  a  lengthy  but  unannotated  bibliography 
upon  the  subject.  For  teachers  and  students  in  the  field.  Valuable  as  a 
source  book  and  as  giving  the  best  material  from  contemporary  authorities. 

Roehl,  L.  M.  Problems  in  Carpentry:  A  Course  in  Practical  Carpentry 
for  Manual  Training  Classes.  Webb  Publishing  Company,  St.  Paul, 
1918. 

A  course  in  carpentry  such  as  is  here  outlined  not  only  gives  the  student 
an  insight  into  the  building  trades,  but  develops  thought,  observation,  and 
the  necessary  practical  training  of  the  hand. 

Rogebs,  William.  Rogers'  Machinists'  Guide:  A  Practical  Illustrated 
Treatise  on  Modern  Machine  Shop  Practice.  Theo.  Audel  and  Com- 
pany, New  York,  1913. 

Part  I  treats  of  the  materials  dealt  with  in  the  trade  of  the  machinist  and 
their  properties.  Part  II  treats  of  the  mathematics  of  the  trade  and  of 
the  nature  and  operation  of  the  machines  used  in  it.  It  is  an  excellent 
volume,  suitable  for  class  and  reference  use. 

Rollins,  Frank  West.  What  Can  a  Young  Man  Do?  Little,  Brown, 
and  Company,  Boston,  1907. 

Accounts  of  fifty-two  of  the  common  occupations  that  may  be  entered  by 
young  men,  written  with  the  aid  of  experts  in  these  occupations.  Intended 
for  the  parent  and  young  man.  The  treatment  is  popular  rather  than 
scientific.  One  of  the  first  books  in  the  field.  The  chapters  on  "Advice 
to  Parents"  and  "Education"  are  of  especial  vocational  guidance  value. 

Rose,  Augustus  F.  Copper  Work:  An  Illustrated  Textbook  for  Teachers 
and  Students  in  the  Manual  Arts.  Atkinson,  Mentzer  and  Company, 
Boston,  1908. 

This  book  explains  the  equipment  necessary  for  teaching  work  in  copper, 
gives  illustrative  designs  and  detailed  descriptions  of  the  processes  used 
in  their  execution,  and  presents  a  progressive  course.  It  is  the  best  text 
available. 
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Rose,  Augustus  F.,  and  Cirino,  Antonio.  Jewelry  Malting  and  Design: 
An  Illustrated  Textbook  for  Teachers,  Students  of  Design,  and  Craft 
Workers  in  Jewelry.  Metal  Crafts  Publishing  Company,  Providence, 
R.  I.,  1917. 

Book  I  treats  of  Jewelry  Making;  Book  II,  of  Design.  In  each  part  is 
presented  a  series  of  progressive  lessons  consecutively  arranged  from  the 
simple  to  the  complex.  Materials  and  processes  are  described  in  detail. 
It  is  a  most  excellent  book  and  richly  illustrated. 

Russell,  Charles  E.  B.  Manchester  Boys:  Sketches  of  Manchester  Boys 
at  Work  and  Play.  Second  Edition.  Manchester  University  Press, 
Manchester,  England,  1913. 

Brief  and  helpful  sketches  of  the  employments  and  kinds  of  amusement 

entered  into  by  boys  in  an  English  city. 

Russell,  Thomas  H.,  and  Rathbun,  John  B.  Motor  Truck  and  Auto- 
mobile Motors  and  Mechanism:  A  Practical  Illustrated  Treatise  on  the 
Power  Plant  and  Motive  Parts  of  the  Modern  Motor  Vehicle,  for  Own- 
ers, Operators,  and  Repairmen.  Stanton  and  Van  Vliet  Company, 
Chicago,  1918. 

It  is  the  purpose  of  this  book  to  present  in  a  clear,  concise  manner  the 
essential  facts  regarding  the  construction,  operation,  and  repair  of  the 
modern  automobile  and  motor  truck. 

Saalfield  Publishing  Company,  The.  Careers  for  the  Coming  Men: 
Practical  and  Authoritative  Discussions  of  the  Professions  and  Callings 
Open  to  Young  Americans.  New  York,  1904. 
Essays  upon  twenty-three  of  the  leading  vocations  open  to  young  men  by 
authorities  of  national  reputation,  —  Whitelaw  Reid,  D.  B.  St.  John 
Roosa,  Colonel  A.  L.  Mills,  Rear-Admiral  G.  W.  Melville,  Rush  Rhees, 
C.  S.  Smith,  G.  B.  Stewart,  George  N.  Daniels,  Thomas  Hastings,  T.  C. 
Martin,  John  Warner,  R.  H.  Thurston,  T.  A.  Rickard,  M.  M.  Gillam,  G. 
F.  Swain,  L.  H.  Bailey,  William  Chesebrough,  J.  K.  Hackett,  John  F. 
Dryden,  F.  N.  Doubleday,  Charles  N.  Fowler,  Bradford  Rhodes,  and 
Cyrus  T.  Brady.  This  book  preceded  the  vocational  guidance  movement 
but  has  something  of  its  outlook  and  is  still  of  value  to  the  young  man. 

Samuel,  Elizabeth  I.  The  Story  of  Gold  and  Silver.  The  Industrial 
Series,  The  Penn  Publishing  Company,  Philadelphia,  1911. 

The  Story  of  Iron.     The  Industrial  Series,  The  Penn   Publishing 

Company,  Philadelphia,  1914. 
These  books  present  the  simple  facts  and  operations  of  mining  in  story 
form  suitable  for  children  up  to  the  ages  of  twelve  or  fifteen  years.    They 
are  entertaining  and  highly  instructive. 

Sandiford,  Peter,  Editor.  Foght,  H.  W.,  Hope,  A.  H.,  Kandel,  I.  L., 
Russell,  W.,  and  Sandiford,  Peter.  J.  M.  Dent  and  Sons,  Ltd., 
London,  and  E.  P.  Dutton  and  Co.,  New  York,  1918. 
War-time  studies  of  the  educational  systems  of  the  United  States,  Ger- 
many, England,  France,  Canada,  and  Denmark,  made  with  the  purpose 
of  increasing  the  service  of  education  in  the  reconstruction  of  the  world. 
An  important  contribution  to  educational  literature. 
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Sanford,  Frank  G.  The  Art  Crafts  for  Beginners.  The  Century  Com- 
pany, New  York,  1904. 

Progressive  lessons  in  design,  wood-working,  pyrography,  sheet-metal 
work,  leather  work,  bookbinding,  pottery,  basketry,  and  bead  work,  for 
seventh  and  eighth  grades  and  high  schools.  Simple,  clear,  fully  illus- 
trated. 

Schmit,  Celestine  Leontine.  Garments  for  Girls.  The  Century  Com- 
pany, New  York,  1919. 

A  series  of  lessons  on  cutting,  sewing,  and  the  making  of  the  most  neces- 
sary garments  in  any  girl's  wardrobe.  Designed  for  use  in  vocational 
schools  and  classes.  The  author  is  Associate  Professor  of  Home  Econom- 
ics in  the  University  of  Wisconsin,  and  the  material  in  the  book  has  been 
developed  out  of  practical  work  in  the  vocational  schools  of  the  state. 

Schneider,  Herman.  Education  for  Industrial  Workers:  A  Constructive 
Study  Applied  to  New  York  City.  School  Efficiency  Series  World  Book 
Company,  Yonkers-on -Hudson,  New  York,  1915. 

The  kinds  of  vocational  schools  required  to  meet  the  needs  of  youth  who 
must  go  to  work  at  an  early  age  and  the  nature  of  employment  in  industry. 
A  special  report  for  the  Committee  on  School  Inquiry  of  the  Board  of 
Estimate  and  Apportionment  of  the  City  of  New  York,  1911-12,  and  a 
high  contribution  to  the  cause  of  industrial  education. 

Schwab,  Charles  M.  Succeeding  with  What  You  Have.  The  Century 
Company,  New  York,  1917. 

A  book  of  terse  and  pungent  comment  upon  the  elements  of  success,  illus- 
trated by  brief  sketches  of  some  of  the  men  associated  with  the  author 
in  great  industrial  undertakings.    Designed  for  the  inspiration  of  young 


Scrimshaw,  Stewart.  Bricklaying  in  Modern  Practice.  The  Macmillan 
Company,  New  York,  1920. 

A  simple  explanation  of  the  nature  and  materials  of  the  trade,  tools  and 
apparatus,  the  theory  and  economics  of  the  trade,  safety  and  hygiene, 
trade  organizations,  and  apprenticeship.  Written  for  boys  learning  the 
trade  and  for  other  persons  who  wish  to  learn  something  about  it. 

Seaman,  George  W.    Progressive  Steps  in  Architectural  Drawing.     The 

Manual  Arts  Press,  Peoria,  Illinois,  1919. 
A  step-by-step  method  in  architectural  drawing,  with  details  of  design  and 
construction.     A  textbook  for  drafting  courses  in  high  and  technical 
schools,  and  a  reference  book  for  draftsmen  in  architectural  offices.    Fully 
illustrated. 

Secrist,  Horace.  An  Introduction  to  Statistical  Method:  A  Textbook  for 
College  Students,  A  Manual  for  Statisticians,  and  Business  Executives. 
The  Macmillan  Company,  New  York,  1917. 

A  fundamental  treatment  of  the  methods  of  statistical  investigations  and 

interpretations,  presenting  these  methods  as  means  rather  than  as  ends. 

An  excellent  text  and  reference  work. 
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Seeley,  Levi.     Teaching:    Its  Aims  and  Methods.     Hinds,  Noble  and 
Eldredge,  New  York,  1915. 

The  nature  of  the  profession,  the  growth  of  the  teacher,  waste  in  education, 
dealing  with  defective  children,  how  to  teach,  and  methods  and  values  of 
instruction  in  various  divisions  of  the  school  curriculum.  The  author  is 
professor  of  pedagogy  in  the  New  Jersey  State  Normal  School  and  writes 
out  of  large  experience  and  research. 

Seitz,  Don  C.    Training  for  the  Newspaper  Trade.    Lippincott's  Training 
Series,  J.  B.  Lippincott  Company,  Philadelphia,  1916. 

Discusses  training  and  opportunity,  the  trade,  editor,  reporter,  reader, 
industrial  side,  advertising,  illustrating,  circulation,  and  the  country 
paper.  For  those  who  wish  to  enter  the  newspaper  field  or  learn  about 
it.  Not  well  named,  since  newspaper  publication  is  a  business,  touching 
professions  on  one  side  and  trades  on  the  other.  Written  in  typical  news- 
paper style,  with  some  exaggeration.  Presents  opportunities  well.  The 
author  rose  from  work  on  country  weekly  to  metropolitan  daily  in  a  few 
years. 

Shaw,  Arch  Wilkinson.    An  Approach  to  Business  Problems.    Harvard 
University  Press,  Cambridge,  1916. 

It  is  the  purpose  of  this  book  to  present  a  classification  of  the  activities  of 
business,  to  supply  a  uniform  method  of  approach  to  business  problems, 
and  to  illustrate  the  application  of  this  method  to  typical  problems.  It 
was  prepared  for  the  student  and  for  the  business  organizer  and  manager. 
It  presents  a  definite  system  of  business  practice. 

Shaw,  A.  W.,  Company.  Handling  Men:  Selecting  and  Hiring,  How  to 
Hold  Your  Men,  Breaking  In  and  Developing  Men,  Putting  More  Than 
Money  in  Pay  Envelopes.  New  York,  1917. 
Nineteen  articles  by  writers  of  experience  and  authority  upon  the  various 
activities  in  the  conduct  of  an  employment  department,  combined  in  a 
single  volume  for  the  employment  executive.  A  good  introduction  to 
scientific  personnel  management. 

How  to  Handle  and  Develop  Your  Own  Business:   Tested  Plans  and 


Methods  That  Build  Success  in  Business  and  Profession  —  Ways  to 
Make  New  Profits  —  How  to  Cut  Down  the  Load  of  Profitless  Detail 
Work.  New  York,  1918. 
Examples  of  ways  of  doing  business  that  have  brought  marked  success  in 
hundreds  of  establishments  throughout  the  country,  so  presented  that  the 
business  executive  may  adopt  them  or  profit  by  comparing  them  with  his 
own  methods. 

How  to  Manage  an  Office.    New  York,  1914. 


Methods  that  enabled  ninety-three  offices  to  handle  more  business  at  less 
expense.  Making  conditions  right  for  fast  work;  showing  workers  how 
and  getting  them  interested;  approved  plans  for  handling  letters,  orders, 
files,  lists,  and  supplies;  expense  cutting;  duties,  schedules,  and  desk 
methods  of  managers.    Of  value,  also,  to  the  office  employee. 
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Shaw,  A.  W.,  Company.  How  to  Manage  Men.  New  York,  1914. 
The  book  presents  ideas  and  methods  which  twenty-four  factory  managers 
have  proved  in  their  work.  Getting  the  men  behind  new  ideas  and  manage- 
ment plans;  how  factory  executives  charge  spoiled  work,  learn  men's 
earning  power,  fix  wages  and  award  increased  pay;  making  the  force  get 
in  on  time,  read  the  rules,  and  pull  together.  For  manager,  superintend- 
ent, and  foreman.    Brief  and  to  the  point. 

Personality  in  Business:    How  to  Give  Personality  to  Business  — 


Personalities  That  Have  Won  Success.  New  York,  1917. 
Articles  by  successful  executives  in  large  business  and  industrial  estab- 
lishments upon  the  importance  of  the  personal  element  in  dealing  with 
people.    A  suggestive  book  for  the  executive  in  any  line  of  activity. 

Shaw,  Frank  L.  The  Building  Trades.  Cleveland  Education  Survey, 
The  Survey  Committee  of  the  Cleveland  Foundation,  Cleveland,  Ohio, 
1916. 
One  of  the  sections  of  the  Cleveland  Education  Survey.  Presents  the 
nature  of  the  various  divisions  in  the  field,  the  numbers  of  workers  in  them, 
and  the  sources  of  supply,  conditions  of  work,  training  in  school,  training 
after  leaving  school.  An  outline  of  special  training  courses  for  teachers 
and  boys  in  industrial  classes.    Interesting  and  useful. 

The  Printing   Trades.     Cleveland  Education  Survey,  The  Survey 


Committee  of  the  Cleveland  Foundation,  Cleveland,  Ohio,  1916. 
A  section  of  the  Cleveland  Survey.  Treats  of  the  industry,  the  work  of 
the  composing  room,  press  room,  bindery,  plate  making  and  lithography, 
school  training,  and  apprentices  and  journeymen.  For  use  with  industrial 
classes.    Information  of  the  first  importance  presented  briefly  and  clearly. 

Sheldon,  Arthur  Frederick.  The  Art  of  Selling:  For  Business  Colleges, 
High  Schools  of  Commerce,  Y.  M.  C.  A.  Classes,  and  Private  Students. 
The  Sheldon  School,  Chicago,  1911. 
A  series  of  practical  lessons  on  the  general  principles  of  selling,  classes  of 
salesmen,  kinds  of  selling,  and  kindred  topics.  The  author,  both  an  ex- 
perienced salesman  and  a  teacher,  is  well  known  as  an  authority  in  this 
field. 

Slichter,  Sumner  H.    The  Turnover  of  Factory  Labor.    D.  Appleton  and 

Company,  New  York,  1919. 
Although  nominally  a  study  of  the  turnover  of  labor,  this  work  is  funda- 
mentally a  study  of  the  methods  of  handling  men,  and  of  interest  to  all 
engaged  in  the  problems  of  management. 

Sloane,  T.  O'Conor.  Electrician's  Handy  Book:  A  Modern  Book  of 
Reference.  Fifth  Revised  and  Enlarged  Edition.  The  Norman  W. 
Henley  Publishing  Company,  New  York,  1920. 
A  condensed  cyclopedia  of  electricity,  more  exhaustive  than  an  electrical 
dictionary,  and  serving  the  purpose  of  an  electrical  engineer's  reference 
book,  in  which  the  general  principles  are  fully  treated  in  an  elementary 
manner.  A  reference  book  for  the  advanced  electrician  and  a  textbook  for 
the  student.    An  excellent  treatment  of  the  subject. 
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Slosson,  Edwin  E.  Creative  Chemistry,  Descriptive  of  Recent  Achievements 
in  the  Chemical  Industries.  The  Century  Books  of  Useful  Science, 
The  Century  Company,  New  York,  1919. 
A  popular  explanation  of  what  modern  chemistry  is  doing  for  the  world. 
Discusses  nitrogen,  potash  and  phosphates,  coal  tar  products,  cellulose, 
electrical  furnace  products,  rare  metals,  sugar,  petroleum  products, 
synthetic  perfumes  and  flavors,  radium  and  the  atom,  and  allied  topics, 
including  economic  and  political  conditions  in  Asia.  For  the  advanced 
student  of  science  and  the  general  reader.  A  book  of  high  scholarship  and 
rare  value. 

Smith,  J.  Russell.    Commerce  and  Industry.    Henrv  Holt  and  Company, 

New  York,  1916. 
This  book  treats  of  the  production  and  distribution  of  the  world's  great 
commercial  staples  and  of  the  progress  of  our  leading  manufacturing  in- 
dustries. It  is  suitable  for  use  in  advanced  classes  in  business  schools  and 
colleges  and  for  general  reading.  It  is  a  masterly  presentation  of  commer- 
cial geography  and  industry,  showing  clearly  how  man's  industries  are 
determined  by  his  environment. 

The  Elements  of  Industrial  Management.    J.  B.  Lippincott  Company, 


Philadelphia,  1915. 
This  book  is  the  outgrowth  of  a  course  upon  industrial  management  at  the 
Wharton  School  of  Finance  and  Commerce  in  the  University  of  Pennsyl- 
vania, in  which  the  author  is  professor  of  industry.  It  deals  with  the  rise 
of  modern  industry,  organization,  management,  production,  profits, 
standardization,  labor,  wages,  and  the  other  great  problems  of  the  field. 
For  the  training  and  information  of  industrial  managers.  Comprehensive 
and  valuable. 

So  ares,  Theodore  G.,  and  Ober,  Charles  K.  The  Y.  M.C.A.  Secretary- 
ship: A  Significant  Life  Calling.  Association  Press,  New  York,  1917. 
This  pamphlet  treats  of  the  functions  of  the  Association  in  modern  Chris- 
tianity, the  "work  of  the  Association  secretary,  and  how  to  prepare  for  it. 
It  is  designed  as  a  guide  for  those  who  desire  to  enter  this  field  of  service. 

Souder,  M.  Attie.  The  Notion  Department.  Department  Store  Merchan- 
dise Manuals,  The  Ronald  Press  Company,  New  York,  1917. 
Information  upon  the  merchandise  of  the  so-called  notion  department  of 
the  modern  retail  store,  comprising  sewing  tools  and  supplies,  dress  ac- 
cessories and  findings,  hair  goods,  and  shoe  findings.  Prepared  for  the 
selling  clerk. 

Spencer,  Ellen  Lane.     The  Efficient  Secretary.     Frederick  A.  Stokes 

Company,  New  York,  1916. 
Information  and  practical  suggestions  upon  duties,  economy,  loyalty,  and 
securing  a  position,   for  stenographers  and   others  wishing   to  become 
secretaries. 

Spillman,  W.  J.    Farm  Science:   A  Foundation  Textbook  on  Agriculture. 

World  Book  Company,  Yonkers-on-Hudson,  New  York,  1918. 
A  scientific  treatise  on  the  general  principles  of  soil  culture.    The  divisions 
of  the  book  deal  with  the  soil,  the  plant,  the  animal,  the  farm,  with  sug- 
gestions for  observation,  problems,  experiments,  and  exercises  at  the  ends 
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of  chapters.  Prepared  for  classes  in  agricultural  and  high  schools.  The 
author  was  formerly  Chief  of  the  Office  of  Farm  Management  of  the  United 
States  Department  of  Agriculture,  and  the  book  is  a  most  excellent  one. 

Stanford  University  Committee  on  Vocational  Guidance.  Voca- 
tional Information.  University  Bulletin,  Third  Series,  No.  22,  Leland 
Stanford  Junior  University,  June  15,  1919. 

A  study  of  the  vocations  open  to  the  University  graduates  and  the  kinds 

of  training  needed  therefor.    Excellent  material. 

Starbuck,  R.  M.    Standard  Practical  Plumbing:  An  Exhaustive  Treatise 
on  All  Branches  of  Plumbing  Construction  including  Drainage  and 
Venting,  Ventilation,  Hot  and  Cold  Water  Supply,  and  Circulation. 
The  Norman  W.  Henley  Publishing  Company,  New  York,  1910. 
This  book  is  an  exhaustive  work  upon  the  trade  of  the  plumber.    It  shows 
the  latest  and  best  plumbing  practice,  and  gives  special  attention  to  the 
skilled  work  of  the  plumber  and  to  the  theory  underlying  plumbing  de- 
vices and  operations.     It  contains  347  original  illustrations  drawn  ex- 
pressly for  this  volume.    It  is  one  of  the  leading  texts  upon  the  trade. 

Starch,  Daniel.     Advertising:    Its  Principles,  Practice,  and  Technique. 

Scott,  Foresman  and  Company,  New  York,  1914. 
Presents  the  elementary  principles  of  advertising,  the  problems  of  its 
policies  and  plans,  and  the  technical  construction  of  advertisements.    A 
textbook  for  students  and  introductory  handbook  for  business  men.    A 
clear  presentation  of  modern  advertising  practice. 

Stevens,  Bertha  M.  Boys  and  Girls  in  Commercial  Work.  Cleveland 
Education  Survey,  The  Survey  Committee  of  the  Cleveland  Founda- 
tion, Cleveland,  Ohio,  1916. 
One  of  the  sections  of  the  Cleveland  Education  Survey.  Presents  a  gen- 
eral view  of  commercial  work  open  to  boys  and  girls.  Descriptions  of  the 
divisions  of  the  field,  wages,  and  commercial  training.  For  use  with  com- 
mercial classes.  A  useful  volume,  but  necessarily  little  more  than  a  sum- 
mary of  the  occupational  side  of  the  subject. 

Stewart,  Frances  Elizabeth.  Lessons  in  Cookery.  Three  volumes. 
Home  Economics  Series,  Rand  McNally  and  Company,  New  York,  1918. 
Book  I  treats  of  food  economy;  Book  II,  of  diet  for  adults;  Book  III,  of 
diet  for  children.  It  is  a  useful  series,  extended  enough  for  use  with  do- 
mestic science  classes  and  simple  enough  for  practical  use  in  the  home. 
It  gives  only  simple  treatment  to  the  science  of  food  values. 

Stilwell,  Katherine  M.     The  School  Printshop.    Rand  McNally  and 

Company,  New  York,  1919. 
A  technical  study  of  the  art  of  printing,  with  outlines  of  courses.    For  the 
use  of  classes  in  elementary  and  industrial  schools.    A  good  book  for  the 
student  and  young  printer. 

Stlmson,  Rufus  W.    Vocational  Agricultural  Education  by  Home  Projects. 

The  Macmillan  Company,  New  York,  1919. 
An  interesting  account  of  the  work  done  in  giving  agricultural  training  to 
young  people  and  others  on  the  farm  in  Massachusetts.     Suitable  for 
teacher-training  and  as  a  guide  for  beginners  in  agricultural  teaching.    An 
excellent  and  richly  illustrated  book. 
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Stirling,  Yates,  Commander  U.  S.  Navy.  Ftindamentals  of  Naval  Ser- 
vice. J.  B.  Lippincott  Company,  Philadelphia,  1917. 
A  manual  upon  the  U.  S.  Navy,  naval  equipment,  seamanship,  principles 
of  naval  strategy,  and  training  for  the  service.  Special  chapters  by  Lieut. 
Commander  H.  C.  Mustin,  U.  S.  N.,  Lieut.  Commander  C.  S.  McDowell, 
U.  S.  N.,  and  Ralph  Walker  McDowell,  M.D.,  Past  Assistant  Surgeon, 
U.  S.  N.  A  stimulating  volume  for  all  who  desire  knowledge  of  naval 
affairs.    The  chapter  upon  "The  Navy  as  a  Career"  is  excellent. 

Stoddard,  John  Sidney,  and  the  Author  of  "Preston  Papers."     What 

Shall  I  Do?  Hinds,  Hayden  and  Eldredge,  Inc.,  New  York,  1899. 
One  of  the  earliest  of  the  modern  books  on  the  occupations.  Takes  the 
form  of  dialogue  between  teacher  and  pupil.  Prepared  for  use  with  gram- 
mar and  high  school  pupils,  from  information  secured  from  professional 
men  and  women,  clerks,  salesmen,  and  workers  in  the  trades  and  other 
special  lines.  Describes  occupations  as  they  were  twenty  years  ago. 
Especially  valuable  in  suggestions  for  industry  in  employment. 

Svensen,  Carl  L.    A  Handbook  on  Piping.    D.  Van  Nostrand  Companv, 

New  York,  1918. 
This  work  supplies  in  convenient  form  information  and  data  concerning 
piping,  fittings,  pipe  joints,  valves,  piping  drawings,  and  pipe  lines  and 
their  accessories.  For  student,  workman,  and  engineer.  The  book  lays 
no  claim  to  originality,  but  is  the  first  of  its  kind  in  this  field.  It  is  ex- 
haustive and  profusely  illustrated. 

System.     The  Knack  of  Selling:   System's  New  Method  of  Training  Men 

to  Sell.  Three  volumes.  A.  W.  Shaw  Company,  New  York,  1913. 
These  three  little  volumes  present  material  upon  six  features  of  the  work  of 
the  salesman,  as  follows:  1,  Mapping  out  the  canvass;  2,  Managing  the 
interview;  3,  How  and  when  to  close;  4,  Finding  and  correcting  your  weak 
points;  5,  Getting  in  to  see  the  prospect;  6,  Acquiring  the  art  of  "mixing." 
This  material  includes  the  usual  information  upon  the  art  of  selling  and 
suggestive  anecdotes  and  diagrams.  It  is  especially  designed  for  the 
traveling  salesman  who  does  not  take  a  school  course  of  training. 

Tappan,  Eva  March.     The  Farmer  and  His  Friends.    Book  I,  The  In- 
dustrial Readers,  Houghton  Mifflin  Company,  Boston,  1916. 
This  volume  presents  an  account  of  the  raising  and  preparing  for  use  of 
each  of  the  leading  products  of  agriculture. 

Diggers  in  the  Earth.    Book  II,  The  Industrial  Readers,  Houghton 

Mifflin  Company,  Boston,  1916. 

Descriptions  of  the  products  of  mining,  and  the  story  of  their  extraction 
from  the  earth. 

Makers  of  Many  Things.   Book  III,  The  Industrial  Readers,  Hough- 
ton Mifflin  Company,  Boston,  1916. 

Accounts  of  inventions  that  have  become  indispensable  to  human  com- 
fort, —  such  as  the  friction  match,  India  rubber,  dishes,  watches,  and 
shoes. 

Travelers  and  Traveling.    Book  IV,  The  Industrial  Readers,  Hough- 
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A  study  of  railroad  and  railway  systems,  the  motor  car,  transportation  by 
water,  and  public  highways.  A  simple  study  of  the  means  and  work  of 
transportation. 

The  series  is  designed  for  supplementary  reading  in  the  elementary, 
junior  high,  and  industrial  school,  and  in  the  home.  The  style  is  clear  and 
fascinating  and  the  material  of  the  highest  worth. 

Tapper,  Thomas.    How  to  Build  a  Fortune.    The  Piatt  and  Nourse  Com- 
pany, New  York,  1913. 
Treats  of  the  earning  of  money,  its  uses,  and  its  accumulation  for  protec- 
tion in  old  age,  and  of  the  development  of  the  treasures  and  powers  of  the 
mind.    Suggestive  and  helpful  reading  for  student  and  worker. 

Youth  and.  Opportunity:   Being  Chapters  on  the  Factors  of  Success. 

The  Piatt  and  Nourse  Company,  New  York,  1912. 

The  theme  of  this  book  is  "how  to  get  on  in  life."  It  treats  of  success, 
books,  education,  money,  time,  work,  leisure,  habits,  and  similar  topics. 
It  is  a  good  reading  book  for  students  in  high  school  and  college  and  for 
workers  who  need  inspirational  literature. 

Taylor,  Emerson.  Practical  Stage  Directing  for  Amateurs:  A  Handbook 
for  Amateur  Managers  and  Actors.  E.  P.  Dutton  and  Company,  New 
York,  1916. 
A  compendium  of  stage  requirements,  directions,  and  technique  both  for 
acting  and  stage  managing.  Excellent  suggestions  for  the  amateur  actor 
and  public  speaker  and  a  good  introduction  to  an  extended  study  of 
dramatic  art. 

Taylor,  Joseph  S.    A  Handbook  of  Vocational  Education.    The  Macmillan 

Company,  New  York,  1914. 
Treats  of  industrial  education  in  Europe,  industrial  training  in  this  coun- 
try, vocational  schools,  training  of  teachers,  vocational  guidance,  appren- 
ticeship, and  compulsory  education.  Intended  as  an  aid  in  establishing 
and  conducting  vocational  schools.  One  of  the  first  single  volumes  at- 
tempting to  give  a  systematic  survey  of  the  field  of  vocational  education. 
A  convenient  handbook  for  the  general  reader. 

Thompson,  C.  Bertrand.  Hoiv  to  Find  Factory  Costs.  A.  W.  Shaw  Com- 
pany, New  York,  1916. 
The  nature  and  importance  of  a  cost  system,  the  determination  of  cost 
statistics  in  industrial  establishments,  and  their  relation  to  the  entire 
effectiveness  of  operation.  For  the  factory  manager  and  for  the  account- 
ant. The  Federal  Trade  Commission  has  recently  announced  that  less 
than  twenty  per  cent  of  our  business  concerns  have  cost  systems.  This 
book,  therefore,  is  timely,  and  is  adapted  to  use  in  small  companies  as  well 
as  in  large. 

Editor.   Scientific  Management:  A  Collection  of  the  More  Significant 

Articles  Describing  the  Taylor  System  of  Management.     Harvard  Uni- 
versity Press,  Cambridge,  Mass.,  1914. 

This  volume  includes  the  authoritative  material  upon  scientific  manage- 
ment outside  of  the  well  known  standard  books  by  Taylor  and  Gantt.  It 
presents  the  practices  that  have  grown  out  of  theory,  the  social  and  eco- 
nomic bearings  of  the  movement,  and  its  status  in  the  period  immediately 
preceding  the  World  War.  It  is  a  very  important  contribution  to  the 
literature  of  the  field. 
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Thompson,  Eliza  B.  The  Cotton  and  Linen  Departments.  Department 
Store  Merchandise  Manuals,  The  Ronald  Press  Company,  New  York, 
1917. 

An  account  of  the  growing  and  handling  of  cotton  and  flax  and  of  the 

manufacture  and  finishing  of  the  various  kinds  of  cotton  and  linen  goods. 

Prepared  for  use  by  salespeople.    Interesting  and  valuable. 

■ The  Silk  Department.     Department  Store  Merchandise  Manuals, 

The  Ronald  Press  Company,  New  York,  1918. 
Presents  information  about  the  production  of  silk,  the  making  of  silk 
goods,  and  the  divisions  of  the  department.  Intended  for  use  of  sales- 
people and  for  students  of  household  arts  and  home  economics  both  in 
the  school  and  in  the  home.  Highly  technical  but  important  for  selling 
clerk  or  student. 

Thompson,  E.  H.,  and  Spillman,  W.  G.  Farm  Diary:  A  Business  Record 
and  Account  Book.  World  Book  Company,  Yonkers-on-Hudson,  New 
York,  1918. 

A  book  of  forms  for  recording  the  work  and  transactions  of  the  farmer  for 

each  day  in  the  year,  based  upon  experiment  and  a  study  of  the  best  farm 

accounting  systems  in  practice. 

Thwing,  Charles  Franklin.     The   Training  of  Men  for  the   World's 

Future.  The  Piatt  and  Nourse  Company,  New  York,  1916. 
A  survey  of  the  world's  future  written  in  the  midst  of  the  World  War,with 
an  outlook  on  the  educational  problems  confronting  young  men.  The  only 
volume  treating  the  college  and  university  as  forces  which  can  aid  in  this 
re-creation.  The  author,  President  of  Western  Reserve  University  and 
prominent  as  an  educator  for  a  generation,  becomes  a  prophet  and  inter- 
preter, pointing  out  the  great  value  of  the  higher  education  in  the  recon- 
struction of  the  world. 

Tipper,  Harry,  Hollingworth,  Harry  L.,  Hotchkiss,  George  Bur- 
ton, and  Parsons,  Frank  Alvah.  The  Principles  of  Advertising.  The 
Ronald  Press  Company,  New  York,  1920. 
Covers  principles  of  market  analysis,  writing  copy,  selection  of  illustra- 
tions, layouts,  and  other  details  of  practical  advertising  work.  A  standard 
textbook  for  college  courses  in  advertising.  The  high  standing  of  the 
authors  in  the  field  of  business  education  gives  the  book  unusual  value 
to  student,  advertiser,  and  business  man. 

Todd,  Arthur  James.    The  Scientific  Spirit  and  Social  Work.    The  Mac- 

inillan  Company,  New  York,  1919. 
This  is  a  detailed  and  philosophical  treatment  of  the  work  involved  in 
social  service  and  social  reform.    It  is  for  college  and  university  students. 

Tolman,  William  H.,  and  Guthrie,  Adelaide  Wood.  Hygiene  for  the 
Worker.  Crampton's  Hygiene  Series,  American  Book  Company,  New 
York,  1912. 
This  book  sets  forth  matters  of  most  importance  to  the  good  health,  hap- 
piness, and  efficiency  of  the  worker  in  industry  or  business.  It  treats  of 
habits,  clothing,  food,  hygiene,  fatigue,  rest,  occupational  dangers,  aid  for 
the  injured,  and  related  topics.  Designed  for  boys  and  girls  between  13 
and  18  years  of  age  in  special  and  vocational  classes  in  school.  Of  high 
value  to  all  workers  for  study  or  reference. 
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Towne,  Ezra  Thayer.    Social  Problem:   A  Study  of  Present  Day  Social 

Conditions.    The  Macmillan  Company,  New  York,  1919. 
This  volume  presents  the  weaknesses  of  our  present  social  order  and  the 
efforts  being  made  to  eliminate  these  weaknesses.    It  was  prepared  for  the 
student  of  social  conditions,  and  shows  clearly  the  possibilities  of  wise  and 
constructive  social  action. 

Traphagen,  Ethel  H.  Costume  Design  and  Illustration.  John  Wiley  and 
Sons,  New  York,  1918. 

Includes  sketching,  drawing  without  models,  methods,  color,  design,  the 
fashion  silhouette,  historic  costume,  related  topics,  and  bibliography.  An 
excellent  text  for  classes  in  design  and  illustration. 

Turner,  Frederick  W.,  Perrigo,  Oscar  E.,  and  Fairfield,  Howard 

P.    Machine  Shop  Work:  A  Comprehensive  Manual  of  Approved  Shop 

Methods,  Including  the  Construction  and  Use  of  Tools  and  Machines, 

the  Details  of  Their  Efficient  Operation,  and  a  Discussion  of  Modern 

Production  Methods.     American  Technical  Society,  Chicago,  1918. 

A  full  description  of  the  nature,  construction,  and  use  of  speed  lathes, 

milling  and  stamping  machines,  die  presses,  and  the  jigs,  tools,  and  dies 

used  with  them,  and  of  the  general  equipment  of  the  modern  machine 

shop.    Suitable  for  class  instruction  and  for  consultation  by  the  workman. 

A  book  of  sterling  value. 

Twombly,  Frances  Doane,  and  Dana,  John  Cotton.  The  Romance  of 
Labor:  Scenes  from  Good  Novels  Depicting  Joy  in  Work.  The  Mac- 
millan Company,  New  York,  1916. 

Descriptive  material  upon  agriculture,  fishing,  engineering,  manufacturing, 

herding,  forestry,  mining,  and  science  drawn  from  popular  literature. 

Good  for  young  readers,  but  some  of  the  facts  are  obscured  by  their 

literary  setting. 

Underwriter  Printing  and  Publishing  Company,  The.    Live  Articles 
on  Accident  Prevention.    A  series  of  articles  reprinted  from  the  Monthly 
Liability  Insurance  Supplement  of  the  Weekly  Underwriter.     New 
York,  No.  6,  1918,  and  No.  7,  1919. 
These  two  little  volumes  present  material  written  by  safety  engineers  and 
authorities  upon  accident  prevention  in  important  divisions  of  industry. 
They  should  be  read  by  all  who  are  responsible  for  and  interested  in  in- 
dustrial conditions  and  dangers. 

United  States  Army.  The  Personnel  System  of  the  United  States  Army. 
Two  volumes.  The  Classification  Division,  Adjutant-General's  De- 
partment, Washington,  D.  C,  1919. 
The  History  of  the  Personnel  System,  Volume  I,  presents  the  nature  of  per- 
sonnel work  as  its  originators  in  the  Army  finally  came  to  view  it,  the  actual 
situation  that  confronted  them,  and  the  development  of  the  work  as  it 
steadily  solved  the  problems  confronting  the  Army  and  finally  ripened  into 
an  organized  system. 

The  Personnel  Manual,  Volume  II,  gives  detailed  instructions  for  the 
actual  operation  of  the  personnel  system  as  finally  evolved  and  in  use  dur- 
ing the  latter  part  of  1918. 
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The  personnel  work  done  in  the  Army  and  clearly  and  fully  recorded  in 
these  two  volumes  marks  a  distinct  and  important  advance  in  the  appli- 
cation of  psychological  and  occupational  texts  in  vocational  guidance. 
This  material  is  indispensable  for  the  employment  manager,  vocational 
counselor,  and  everyone  interested  in  the  problems  of  labor  management. 

United  States  Bureau  of  Labor  Statistics.    Training  Service  Bulletins. 

United  States  Department  of  Labor,  Washington,  D.  C,  1919. 
This  series  of  publications  was  issued  by  the  Section  on  Industrial  Train- 
ing of  the  Committee  on  Labor  of  the  Council  of  National  Defense,  which 
has  ceased  to  exist.  The  bulletins  are  of  interest  to  teachers  of  vocational 
education  and  to  workers  in  the  industries  presented.  The  numbers  of 
the  series  are  as  follows: 

1.  How  to  Start  a  Training  Department  in  a  Factory. 

2.  A  Successful  Apprentice  Toolmaker's  School. 

3.  British  Methods  of  Training  Workers  in  War  Industries. 

4.  Training  Employees  for  Better  Production. 

5.  Training  Labor  for  Peace  Time. 

6.  Labor  Turnover  and  Industrial  Training. 

7.  Industrial  Training  and  Foreign  Trade. 

8.  Some  Advantages  of  Industrial  Training. 

9.  Seven  Million  Candidates  for  Training. 

10.  A  Business  Man's  Experience  with  Industrial  Training. 

11.  Efficient  Training  in  a  Large  Plant. 

12.  How  Training  Departments  Have  Bettered  Production  —  A  Sympos- 
ium. 

13.  Training  in  Representative  Industries. 

14.  Training  in  Industrial  Plants. 

15.  Training  in  the  Paper  Box  Industry. 

16.  Training  in  Men's  Suit  and  Overcoat  Industry. 

17.  Training  Workers  in  the  Women's  Cloak  and  Skirt  Industry. 

18.  Industrial  Training  in  the  Overall  Industry. 

19.  Training  for  Shirt  Makers. 

20.  Training  in  the  Rubber  Industry. 

21.  Training  in  the  Leather  Shoe  Industry. 

22.  Course  of  Instruction  in  Piano  Making. 

23.  Outline  Courses  for  Instruction  in  Lithography  and  Photolithography. 

24.  Industrial  Training  for  Foundry  Workers. 

25.  A  Course  of  Instruction  for  Workers  in  the  Cotton  Mills. 

26.  The  Foreman. 

United  States  Bureau  of  Labor  Statistics.  Vocational  Education 
Survey  of  Minneapolis,  Minnesota.  United  States  Department  of  Labor, 
Washington,  D.  C,  1917. 

Vocational  Education  Survey  of  Richmond,  Virginia.    United  States 

Department  of  Labor,  Washington,  D.  C,  1916. 
These  two  surveys  are  among  the  best  known,  most  carefully  prepared, 
and  most  valuable  of  the  recent  studies  of  industrial  and  educational  con- 
ditions in  American  cities.    They  present  useful  information  upon  numer- 
ous occupations  that  are  not  only  local  but  national  in  importance.    Among 
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these  are  the  building  trades,  printing  trades,  metal  trades,  retail  stores, 
the  tobacco  industry,  electrical  work,  woodworking  trades,  flour  milling, 
and  the  garment  trades. 

United  States  Employment  Service.  Descriptions  of  Occupations. 
Bureau  of  Labor  Statistics,  United  States  Department  of  Labor, 
Washington,  D.  C,  1918. 

The  objects  of  these  bulletins  are  to  provide  definitions  of  different  kinds 
of  work,  so  that  employment  specifications  may  be  uniform  in  the  various 
Federal  Employment  offices.  The  material  is  of  value  to  employment 
executives,  vocational  advisers,  and  workers  in  business  and  industry. 
The  occupations  treated  are  the  following: 

Boots  and  Shoes,  Harness  and  Saddlery,  Tanning. 

Cane-sugar  Refining,  Flour  Milling. 

Coal  and  Water  Gas,  Paint  and  Varnish,  Paper,  Printing  Trades,  Rubber 
Goods. 

Electrical  Manufacturing,  Distribution  and  Maintenance. 

Logging  Camps  and  Sawmills. 

Medicinal  Manufacturing. 

Metal  Working,  Building  and  General  Construction,  Railroad  Transpor- 
tation, Shipbuilding. 

Mines  and  Mining. 

Office  Employees. 

Slaughtering  and  Meat  Packing. 

Street  Raihoays. 

Textiles  and  Clothing. 

Water  Transportation. 

Usher,  John  T.    The  Modern  Machinist:  A  Practical  Treatise  on  Mod- 
ern Machine  Shop  Methods,  Especially  Adapted  to  the  Use  of  Machin- 
ists, Apprentices,  Designers,  Engineers  and  Constructors.     Fifth  Edi- 
tion.   The  Norman  W.  Henley  Publishing  Company,  New  York,  1904. 
This  book  describes  in  a  comprehensive  manner  the  most  approved 
methods,  processes,  and  appliances  employed  at  the  present  time  for  cut- 
ting, shaping,  fitting,  erecting,  and  finishing  metal  work,  on  the  vise, 
floor,  lathe,  planing,  shaping,  slotting,  milling,  drilling,  grinding,  and  other 
machines,  and  is  written  in  a  thoroughly  practical,  up-to-date  manner. 
It  is  illustrated  by  257  original  engravings  made  expressly  for  this  book. 

Vanderlip,  Frank  A.    Business  and  Education.    Duffield  and  Company, 

New  York,  1907. 
An  excellent  treatment  of  the  relation  of  success  in  business  to  an  ade- 
quate education  for  it,  with  an  illuminating  discussion  of  some  of  the  great 
problems  of  the  business  world,  such  as  the  currency  and  banking. 

Van  Dervoort,  William  H.  Machine  Shop  Tools  and  Shop  Practice:  A 
Book  of  Practical  Instruction.  Seventh  Edition.  The  Norman  W. 
Henley  Publishing  Company,  New  York,  1918. 
This  volume  describes  in  detail  the  construction,  operation,  and  manipula- 
tion of  both  hand  and  machine  tools,  and  the  general  work  done  in  the 
modern  machine  shop.  It  is  suitable  both  for  text  and  reference  use  and 
contains  673  engravings  of  the  latest  tools  and  methods,  all  of  which  are 
fully  described. 
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Van  Kleeck,  Mary.    A  Seasonal  Industry:    A  Study  of  the  Millinery 

Trade  in  New  York.  Russell  Sage  Foundation,  New  York,  1917. 
A  detailed  study  of  the  millinery  trade,  its  place  in  industry,  its  workers, 
seasons,  wages,  and  working  conditions,  learning  the  trade,  and  public 
control  in  it,  with  special  attention  given  to  seasons.  For  industrial 
teachers  and  students  and  workers  in  the  trade.  The  material  presented 
was  gathered  through  a  period  of  a  considerable  number  of  years  and  is 
authoritative. 

Wages  in  the  Millinery  Trade.    An  appendix  to  the  Fourth  Report  of 


the  New  York  State  Factory  Investigating  Commission.    J.  B.  Lyon 

Company,  Albany,  New  York,  1914. 
A  brief,  intensive,  study  of  the  millinery  trade  in  New  York,  dealing  espe- 
cially with  processes  of  work,  wage  statistics,  and  wage  rates.    Especially 
useful  for  the  industrial  teacher,  student,  and  milliner. 

Women  in  the  Bookbinding  Trade.    Russell  Sage  Foundation.    New 


York  Survey  Associates,  Inc.,  1913. 
The  nature  of  the  trade  operations  performed  by  girls  and  women,  seasonal 
employment,  training,  and  other  features.  The  first  of  a  series  of  studies 
designed  "to  place  before  the  people  of  the  United  States  authoritative 
information  in  regard  to  the  conditions  under  which  women  wage  earners 
carry  on  their  work  and  the  wages  which  they  receive."  Comprehensive, 
accurate,  and  a  distinct  service  to  the  cause  of  improving  conditions  for 
women  in  industry. 

Vincent,  H.  D.  Vocational  Arithmetic:  with  Lessons  in  Spelling,  Letter 
Writing, and  Business  Forms.  Houghton  Mifflin  Company,  Boston,  1914. 
Brief,  typical,  mathematical  exercises  for  each  of  100  lines  of  occupation. 
For  vocational  and  high  schools.  Good  as  a  general  exercise  book,  but  too 
brief  in  the  treatment  of  each  subject  to  have  high  vocational  value. 

Waldo,  Fullerton  L.  Good  Housing  That  Pays:  A  Study  of  the  Aims 
and  the  Accomplishment  of  the  Octavia  Hill  Association  1896-1917. 
The  Harper  Press,  Philadelphia,  1917. 

Profitable  material  for  those  interested  in  the  problems  of  housing. 

Warren,  Waldo  Pondray.  Thoughts  on  Business.  Forbes  and  Com- 
pany, Chicago,  1915. 
This  book  is  an  outgrowth  of  the  business  experience  of  the  author  through 
many  years  of  association  with  a  great  commercial  institution.  It  deals 
with  the  principles  of  success,  self -improvement,  and  business  methods  and 
policies.  Its  suggestions  will  be  found  helpful  to  young  men  and  others 
in  business  positions. 

Watson,  Herbert.  The  Knack  of  Managing:  System's  New  Method  of 
Training  Men  to  Manage.  Three  volumes.  A.  W.  Shaw  Company, 
New  York,  1917. 
This  little  set  of  books  discusses  five  features  of  management,  as  follows : 
1,  Analyzing  the  job;  2,  Planning  the  operation;  3,  Organizing  the  work; 
4,  Handling  the  "help";  5,  Conserving  and  caring  for  the  business.  Here 
are  presented  the  fundamentals  of  managing  the  everyday  affairs  of  every- 
day business,  with  apt  examples  and  charts.  These  volumes  are  of  especial 
value  to  one  who  has  not  been  trained  in  business  courses  and  one  who  has 
not  time  to  study  the  larger  works  in  this  field  of  business. 
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Weaver,  Daniel  W.,  and  Weaver,  E.  W.     Medicine  as  a  Profession. 

The  A.  S.  Barnes  Company,  New  York,  1917. 
This  book  presents  the  history  of  medicine,  the  place  of  the  physician  in 
society,  systems  of  medicine,  medical  education,  the  requirements  and 
rewards  of  medical  practice,  and  a  general  survey  of  opportunities  for 
service  in  the  field.  It  has  been  prepared  by  a  practicing  physician  and 
surgeon  and  a  well-known  vocational  counselor  and,  in  the  main,  is  well 
adapted  to  the  vocational  guidance  needs  of  teachers,  parents,  and  young 
persons.  Some  of  the  information  upon  late  forms  of  medical  practice 
is  at  variance  with  the  position  now  held  by  conservative  authorities. 

Weaver,  E.  W.  Profitable  Vocations  for  Girls.  The  A.  S.  Barnes  Com- 
pany, New  York,  1918. 
This  book  is  a  revision  of  the  author's  earlier  "Vocations  for  Girls,"  and 
was  prepared  by  a  committee  of  public  school  teachers  under  his  direction. 
It  presents  material  in  brief  and  popular  form  upon  the  occupations  open 
to  girls  and  young  women,  with  an  appendix  upon  opportunities  for  train- 
ing in  New  York  City,  securing  employment,  and  wages.  Suitable  for 
use  in  life-career  courses  in  elementary  schools,  junior  high  schools,  and 
the  first  year  high. 

Weaver,  E.  W.,  and  Byler,  J.  Frank.    Profitable  Vocations  for  Boys. 

The  A.  S.  Barnes  Company,  New  York,  1915. 
This  is  a  companion  book  to  that  upon  girls'  vocations,  described  above. 
It  gives  a  survey,  in  part  only  introductory,  of  occupations  open  to  boys 
and  young  men.    It  is  adapted  to  use  in  elementary  life-career  courses. 

Webb,  Sidney.  The  Works  Manager  Today:  An  Address  Prepared  for  a 
Series  of  Private  Gatherings  of  Works  Managers.  Longmans,  Green, 
and  Company,  New  York,  1917. 

A  brief  study  of  the  problems  of  management  in  industrial  concerns. 

Useful  for  student  and  manager. 

Weber,  Walter  B.    Electrical  Construction:   An  Elementary  Course  for 

Vocational  Schools.    The  Manual  Arts  Press,  Peoria,  Illinois,  1916. 
Ninety-three  problems  of  progressive  difficulty,  from  simple  magnetism  to 
motors  and  generators,  with  accompanying  diagrams  and  information.    A 
combined  textbook  and  shop  manual.    Made  up  with  loose-leaf  arrange- 
ment for  convenience  in  class  use.    A  most  excellent  book. 

Webster,  Edward  Harlan.  English  for  Business.  Newson  and  Com- 
pany, New  York,  1916. 
Lessons  in  the  written  and  oral  discourse  of  commercial  life,  including 
mainly  the  sentence,  paragraph,  social  and  business  letter  writing,  after- 
dinner  speaking,  and  advertising.  For  use  in  commercial  schools.  A  very 
complete  treatment  of  the  subject. 

West,  Frank  L.    How  to  Repair  Shoes.    Tuskegee  Normal  and  Industrial 

Institute,  Tuskegee,  Alabama,  1912. 
A  series  of  twenty-one  progressive  lessons  on  hand  shoe  repairing,  with 
numerous  illustrations.    For  industrial  teacher  and  learner  in  this  branch 
of  the  shoe  industry. 
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Whitaker,  Charles  Harris,  Ackerman,  Frederick  L.,  Childs, 
Richard  S.,  and  Wood,  Edith  Elmer.  The  Housing  Problem  in  War 
and  in  Peace.  The  Journal  of  the  American  Institute  of  Architects,  The 
Octagon,  Washington,  1918. 

Government  work  in  housing  during  the  war  in  England  and  France.    Very 

fully  illustrated  and  of  interest  to  the  student  of  social  and  industrial 

conditions. 

Whitehead,  Harold.     Principles  of  Salesmanship.     The  Ronald  Press 

Company,  New  York,  1917. 
Covers  buying  motives,  relation  of  buyer  and  salesman,  preparation  of 
selling  talk  and  handling  customer,  cultivation  of  personal  qualities  that 
make  the  successful  salesman,  and  related  topics.    A  practical  course  for 
school  and  college  classes  in  salesmanship  and  useful  as  a  reference  book. 

Wilbur,  Mary  Aronetta.    Every-day  Business  for  Women:   A  Manual 

for  the  Uninitiated.    Houghton  Mifflin  Company,  Boston,  1910. 
This  volume  explains  in  simple  language  the  transactions  of  every-day 
business  for  the  benefit  of  girls  and  women  who  may  be  compelled  to  at- 
tend to  business  matters  of  their  own.     The  material  has  considerable 
vocational  guidance  value. 

Wilkinson,  John  W.    Practical  Agriculture.    American  Book  Company, 

New  York,  1909. 
A  brief  treatise  on  agriculture,  horticulture,  forestry,  stock  feeding,  animal 
husbandry,  and  road  building.  Prepared  for  general  public  school  use  and 
to  reveal  to  pupils  hi  city  schools  the  opportunities  of  country  life.  The 
author  was  formerly  professor  of  agriculture  in  Northwestern  Normal 
School,  Alva,  Oklahoma,  and  the  book  is  an  excellent  text. 

Williams,  Archibald.     The  Romance  of  Modern  Invention.    Seeley  and 

Company,  Ltd.,  London,  1907. 
This  book  gives  a  non-technical  account  of  some  of  the  phases  of  modern 
invention,  as  seen  in  wireless  telegraphy,  wireless  telephony,  modern 
artillery,  linotype  machine,  liquid  air,  the  moving  picture,  automobile, 
and  other  inventions.  Of  value  for  inventors  and  workers  in  the  machine 
trades  and  for  young  people  of  a  mechanical  or  scientific  adaptability. 

Williams,  George  H.,  Editor.  Careers  for  Our  Sons:  A  Practical  Hand- 
book to  the  Professions  and  Commercial  Life.  Adam  and  Charles 
Black,  London,  1914. 
The  nature,  demands,  training,  opportunities,  and  rewards  of  the  leading 
occupations  usually  entered  by  young  men  in  Great  Britain.  The  book  is 
excellent,  and  much  of  the  material  useful  for  boys  and  young  men  every- 
where. 

Willitts,  Joseph  H.,  Editor.  Stabilizing  Industrial  Employment:  Re- 
ducing the  Labor  Turnover.  The  Annals,  Vol.  71,  The  American 
Academy  of  Political  and  Social  Science,  Philadelphia,  1917. 
Articles  written  by  leading  authorities  upon  management,  and  present- 
ing the  best  methods  so  far  adopted  for  keeping  workers  steadily  employed. 
Indispensable  material  for  the  labor  executive  and  of  value  to  all  interested 
in  the  subject. 
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Willitts,  Joseph  H.,  Editor.  Steadying  Employment,  with  A  Section 
Devoted  to  Some  Facts  on  Unemployment  in  Philadelphia.  The  Ameri- 
can Academy  of  Political  and  Social  Science,  Philadelphia,  1916. 

Material  included  in  a  report  made  in  1915  to  the  Philadelphia  Depart- 
ment of  Public  Works  upon  the  extent  of  unemployment  in  the  city,  its 
consequences  to  the  community  and  to  the  worker,  and  desirable  remedies. 
For  employers,  labor  executives,  and  business  men.  An  excellent  pres- 
entation of  existing  conditions  and  possible  improvements. 

Wilson,  A.  D.,  and  Warburton,  C.  W.     Field  Crops.     Farm  Science 

Series,  Webb  Publishing  Company,  St.  Paul,  1918. 
A  practical  discussion  of  the  raising  of  the  products  of  the  soil,  for  the 
student  and  farmer.    The  authors  are  men  of  national  reputation  and  the 
material  of  the  book  is  highly  authoritative. 

Wilson,  Matthew  Hale.    Vocational  Guidance:  Practical  Ethics  for  the 

Day's  Work.  Richard  G.  Badger,  Boston,  1916. 
This  volume  presents  a  practical  consideration  of  the  ethical  standards 
demanded  by  the  different  occupations.  Chapters  are  devoted  to  a  survey 
of  the  field  and  to  the  vocations  of  the  teacher,  physician,  lawyer,  clergy- 
man, editor,  banker,  and  to  certain  important  phases  of  employment,  such 
as  labor  unions,  and  insurance.  The  book  should  be  helpful  to  one  in 
choosing  an  occupation. 

Witherspoon,  Fannie  M.,  and  Crocker,  Anna  Martin.  Opportunities 
for  Women  in  the  Municipal  Civil  Service  of  the  City  of  New  York.  The 
Intercollegiate  Bureau  of  Occupations,  New  York  City,  1918. 
A  study  of  the  number  of  women  employed,  duties,  qualifications,  com- 
pensation and  length  of  service,  based  upon  an  investigation  made  for  the 
Intercollegiate  Bureau  of  Occupations  and  the  Women's  Auxiliary  of  the 
Civil  Service  Reform  Association  of  New  York. 

Woman's  Occupational  Bureau.     Women  in  Banking  in  the  City  of 
Minneapolis.    Occupational  Bulletin  No.  1,  The  Vocational  Informa- 
tion Service,  Minneapolis,  1919. 
Treats  of  the  effect  of  the  War  on  employment  in  banks,  the  nature  of 
banking,  and  the  divisions  of  the  work  done  by  women. 

Women's  Educational  and  Industrial  Union.     Shidies  in  Economic 

Relations  of  Women.  Boston. 
The  Department  of  Research,  of  the  Women's  Educational  and  Industrial 
Union,  under  the  direction  of  trained  investigators,  has  prepared  this 
series  of  studies  as  a  service  to  women  who  enter  the  various  fields  of  oc- 
cupation. Some  of  the  material  presented,  such  as  that  dealing  with 
wages  and  labor  laws,  is  not  of  high  present  value,  but  the  series  as  a  whole 
has  served  a  very  useful  purpose  and  is  worthy  of  a  place  in  every  voca- 
tional guidance  library.  Several  of  the  numbers  were  first  published  as 
bulletins  by  other  organizations,  but  the  series  is  now  supplied  in  uniform 
binding  by  the  Union. 

The  volumes  of  the  set  are  as  follows: 

Vol.  I.  Parts  1  and  2,  Vocations  for  tfie  Trained  Woman.  Out  of  print. 
1914.  Part  3.  Opportunities  for  Women  in  Domestic  Science.  Marie 
Francke.    Association  of  Collegiate  Alumnae,  1916. 
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Women's  Educational  and  Industrial  Union  (continued) 

Vol.  II.    Labor  Laws  and  Their  Enforcement,  with  Special  Reference  to 
Massachusetts,  1911. 

Vol.  III.     The  Living  Wage  of  Women  Workers.    Louise  Marion  Bos- 
worth.     1911. 

Vol.  IV.    Dressmaking  as  a  Trade  for  Women.    May  Allinson.    United 
States  Bureau  of  Labor  Statistics,  1916. 

Vol.  V.    Millinery  as  a  Trade  for  Women.    Lorinda  Perry.    1916. 

Vol.  VI.    The  Boot  and  Shoe  Industry  as  a  Vocation  for  Women.    United 
States  Bureau  of  Labor  Statistics,  1916. 

Vol.  VII.     Industrial  Home  Work  in  Massachusetts.     Massachusetts 
Bureau  of  Statistics,  1915. 

Vol.  VIDI.     The  Public  Schools  and  Women  in  Office  Service.    Boston 
School  Committee,  1914. 

Vol.  IX.    Industrial  Experience  of  Trade-School  Girls  in  Massachusetts. 
United  States  Bureau  of  Labor  Statistics,  1917. 

Vol.  X.     The  Food  of  Working  Women  in  Boston.    Massachusetts  De- 
partment of  Health,  1917. 

Women's  Employment  Publishing  Company,  Ltd.,  The.  Careers:  A 
Guide  to  the  Professions  and  Occupations  of  Educated  Women  and 
Girls.  Fifth  Edition.  London,  1919. 
This  book  presents  short  articles  by  experts  in  the  various  pursuits  followed 
by  educated  girls  and  women  in  Great  Britain.  It  is  issued  in  connection 
with  the  Students'  Careers  Association  and  the  Central  Bureau  for  the 
Employment  of  Women.  For  the  use  of  girls  and  women  and  their  ad- 
visers. It  has  material  of  great  value  and  contains  the  latest  phase  of  the 
employments  of  women  following  the  World  War. 

Wood,  Harry  E.,  and  Smith,  James  H.  Prevocational  and  Industrial  Arts. 

Atkinson,  Mentzer,  and  Company,  Chicago,  1919. 
Suggestive  project  material  for  teaching  the  manual  arts  in  connection 
with  subjects  of  an  industrial  character.     A  textbook  for  grammar  and 
high,  prevocational,  and  vocational  schools.     Contains  much  useful  in- 
formation on  industrial  occupations,  especially  on  farming. 

Woods,  Arthur.     Policeman  and  Public.     Yale  University  Press,  New 

Haven,  1919. 
Lectures  at  Yale  University  upon  the  responsibility  of  citizenship  and  com- 
prising the  duties  and  problems  of  a  metropolitan  police  force.    The  author 
was  formerly  police  commissioner  of  New  York  City.    Of  interest  to  the 
student  of  municipal  government. 

Woods,  Robert  A.,  and  Kennedy,  Albert  J.,  Editors.    Young  Working 

Girls:   A  Summary  of  Evidence  from  Two  Thousand  Social  Workers. 

Introduction  by  Jane  Addams.     Houghton  Mifflin  Company,  Boston, 

1913. 

This  volume  is  the  result  of  an  inquiry  under  the  direction  of  the  editors 

for  The  National  Federation  of  Settlements.    It  deals  with  the  problem 

of  the  adolescent  girl  in  the  tenement  districts  and  in  factory  and  store 

employment.    It  records  the  experiences  of  many  people  in  our  great  cities 

who  are  daily  concerned  with  the  welfare  of  young  girls,  and  the  material 

presented  is  of  the  highest  value  to  the  teacher,  parent,  social  worker,  and 

student  of  adolescence. 
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Worst,  Edward  F.    Industrial  Work  for  the  Middle  Grades.    The  Bruce 

Publishing  Company,  Milwaukee,  Wisconsin,  1919. 
Problems  in  industrial  work  for  the  middle  grades  of  the  elementary 
school  and  for  the  higher  grades  not  having  shop  manual  training.  The 
construction,  without  elaborate  equipment,  of  many  articles  that  may  be 
used  in  the  school  and  home.  The  author  is  supervisor  of  elementary 
manual  training  and  construction  work  in  the  public  schools  of  Chicago. 

Wright,  Florence  Swift.  Industrial  Nursing:  For  Industrial,  Public 
Health,  and  Pupil  Nurses,  and  for  Employers  of  Labor.  The  Mac- 
millan  Company,  New  York,  1919. 
The  experiences  of  many  industrial  nurses  organized  into  a  basis  of  train- 
ing by  one  who  has  herself  had  very  extended  experience  in  the  field  and 
in  executive  positions  connected  with  it. 

Wright,  Henry  Parks.     The  Young  Man  and  Teaching.     Vocational 

Series.  The  Macmillan  Company,  New  York,  1920. 
Teaching  as  a  profession,  the  personal  and  educational  qualifications 
needed,  and  methods  of  instruction.  Considerable  space  is  devoted  to 
teaching  in  high  and  preparatory  schools  and  in  college,  so  that  the  book  is 
of  especial  value  to  college  graduates  who  desire  to  enter  this  calling.  The 
counsel  of  the  book,  written  out  of  the  twenty-five  years'  experience  of  the 
author  as  Dean  of  Yale  College,  is  of  exceptional  value. 
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Actor 

Advertiser 

Advertising  agent,  see  Adver- 
tising man. 

Advertising  man 

Advertising  writer,  see  Copy 
writer. 

Agriculturist,  see  Farmer. 

Architect 
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Assayer,  see  Mining  engineer. 

Attorney,  see  Lawyer. 
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Baggageman 
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Barber 
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Bookbinder 
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Brick  layer,  see  Mason. 

Broker 
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Butcher 

Buyer 

Cabinet  maker 

Candy  factory  worker 

Capitalist 

Carpenter 

Cashier 

Caterer 


08      Chauffeur 37 

69      Chef,  see  Cook. 

42      Chemical  engineer 71 

Chemist 71 

Civil  engineer 72 

42  Clergyman 72 

Clerk  (see  also  Salesman) 45 

Clothing  cutter 14 

Clothing  designer 14 

69  Clothing  factory  worker 14 

70  Clothing  pressman 15 

Collector 45 

Commercial  traveler,  see  Trav- 

98  eling  salesman. 

70  Commission  merchant 46 

Compositor 15 

Comptroller 46 

11      Concrete  worker 15 

71  Conductor 38 

37      Confectioner 16 

11      Constable 64 

43  Cook 94 

94      Coppersmith 16 

94      Copy  writer 46 

11  Corporation  secretary 47 

37      Correspondent 99 

12  Credit  man 47 

12      Dairyman 1 

98  Decorator 73 

37      Deliveryman 47 

12      Demonstrator 47 

Dentist 73 

44  Designer 73 

12  Detective 64 

13  Dietitian 74 

45  Diplomat 74 

13      Director 48 

13  Doctor,  see  Physician. 

45      Draftsman 74 

14  Dramatist,  see  Author. 

99  Dressmaker 16 

94      Druggist,  see  Pharmacist. 
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Economist 75 

Editor 75 

Educator 75 

Efficiency  engineer 76 

Electrical  engineer 77 

Electrician 16 

Elevator  man 48 

Employment  manager 48 

Engraver 17 

Executive 49 

Explorer 78 

Exporter 50 

Express  agent 38 

Expressman 38 

Express  messenger 38 

Farmer 2 

Farm  laborer 4 

Filing  clerk 100 

Financier 50 

Fireman   (Manufacturing  and 

mechanical  industries) 18 

Fireman  (Public  Service) 64 

Fireman  (Transportation) ....  38 

Fisherman 4 

Floor  manager 51 

Florist 4 

Foreman 18 

Forester 4 

Foundry  worker 19 

Freight  agent 39 

Freight  handler 39 

Fruit  grower 5 

Garage  keeper 39 

Gardener 6 

Gas  fitter 19 

Glass  blower 19 

Goldsmith 19 

Hairdresser 95 

Hatter 19 

Homemaker,  see  Housekeeper. 

Hosiery  mill  operative 20 

Hotel  keeper 95 

Household  assistant 95 

Housekeeper 95 

Illustrator 78 

Importer 51 

Industrial  arts  worker 20 

Inspector 20 


Insurance  agent 51 

Inventor 78 

Investor 52 

Iron  worker 20 

Janitor 96 

Jeweler 21 

Jewelry  worker 21 

Jobber,  see  Middleman. 
Joiner,  see  Carpenter. 

Journalist 79 

Judge,  see  Lawyer. 

Knitting  mill  operative 21 

Laborer 21 

Landscape  architect 79 

Landscape  gardener,  see  Land- 
scape architect. 

Launderer 97 

Laundry  worker 22 

Lawyer 79 

Leather  worker 22 

Letter  carrier 64 

Librarian 80 

Life  saver 64 

Lighthouse  keeper 65 

Linotyper 23 

Lithographer 23 

Locomotive  engineer 39 

Lumberman 6 

Marble     worker,     see     Stone 
cutter. 

Machinist 23 

Mail  carrier 65 

Mail  clerk 65 

Manager 52 

Manicurist 97 

Manufacturer 24 

Marine 65 

Mason 25 

Mechanic 25 

Mechanical  engineer 81 

Merchandise  manager 53 

Merchant 54 

Messenger 54 

Middleman 54 

Milliner 26 

Mine  operator 9 

Miner 9 

Mining  engineer 81 
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Minister,  see  Clergyman. 

Modeler 26 

Motion  picture  operator 82 

Motorman 40 

Musician 82 

Newsboy 54 

Novelist,  see  Author. 

Nurse 82 

Nurseryman 7 

Office  boy 100 

Office  clerk 100 

Painter 26 

Paper  box  maker 27 

Paper  hanger 27 

Paper  mill  worker 27 

Partner 54 

Pattern  maker 28 

Paymaster 28 

Personnel   Manager,   see   Em- 
ployment manager. 

Pharmacist 83 

Philanthropist 83 

Photographer 83 

Physician 84 

Piano  and  organ  tuner 28 

Plasterer,  see  Mason. 

Plumber 28 

Policeman 65 

Porter 40 

Postal  clerk 66 

Postmaster 66 

Poultry  raiser 7 

Power  machine  operator 28 

President 55 

Pressman  (printing) 29 

Priest,  see  Clergyman. 

Printer 29 

Private  secretary 85 

Probation  officer 66 

Professor 86 

Promoter 55 

Proof  reader 29 

Proprietor 55 

Publisher 30 

Purchasing  agent 55 

Quarryman 10 

Railway  mail  clerk 40 

Real  estate  agent 55 


Reporter 86 

Restaurant  keeper 97 

Retailer 55 

Rubber  factory  worker 30 

Safety  engineer 86 

Sailor 40 

Sales  manager 56 

Salesman 57 

Saleswoman 58 

Sanitary  engineer 86 

Scientist 87 

Sculptor 87 

Seamstress 30 

Secretary 59 

Servant 97 

Sheet  metal  worker 31 

Sheriff 66 

Ship  builder 31 

Shipper 41 

Shipyard  worker 31 

Shoe  factory  worker 31 

Shoemaker 32 

Shoe  repairer   32 

Shop  instructor 32 

Sign  painter 87 

Silversmith 32 

Social  worker 87 

Soldier 66 

Statesman 88 

Stationary  engineer 32 

Statistician 89 

Steam  fitter 33 

Steel  worker 33 

Stenographer 101 

Stock  holder 59 

Stock  man 59 

Stock  raiser 8 

Stone  cutter 10 

Structural  iron  worker 33 

Superintendent 60 

Surgeon 89 

Switchman 41 

Tailor 34 

Tanner 34 

Teacher 89 

Teamster 41 

Telegrapher 60 

Telephone  operator 61 
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Textile  mill  worker 34 

Ticket  agent 41 

Tinsmith 35 

Tool  maker 35 

Traffic  manager 62 

Traveling  salesman 62 

Treasurer 62 

Truant  officer 67 

Truck  driver,  see  Chauffeur. 

Typesetter 35 

Typewriter 102 


Upholsterer 35 

Vocational  counselor 91 

Waiter 97 

Watchmaker 36 

Wholesaler 63 

Wood  worker 36 

Writer,  see  Author. 
Young  Men's  Christian  Asso- 
ciation Secretary 93 

Young  Women's  Christian  As- 
sociation Secretary 93 
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